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GF.NERAL  SERVICES 
ADMINISTRATION 

Privacy  Act  of  1974;  Annual  Notice  of 
Systems  of  Records 

AGENCY:  General  Services 
Administration. 

action:  Annual  Notice  of  Privacy  Act 
systems  of  records. 

SUMMARY:  Federal  agencies  are  required 
by  the  Privacy  Act  of  1974  to  give  notice 
of  certain  records  that  they  maintain. 

The  purpose  of  this  document  is  to  fulfill 
the  ftivacy  Act  annual  notice 
requirement  by  publishing  an  annual 
notice  of  the  systems  of  records 
currently  being  maintained  by  GSA.  In 
addition,  this  notice  includes 
substantive  changes  in  the  GSA  system 
of  records  that  have  not  previously  been 
published. 

DATES:  Any  interested  party  may  submit 
written  comments  regarding  the 
proposed  changes  to  the  routine  use 
portion  of  the  GSA  notices.  To  be 
considered,  comments  must  be  received 
on  or  before  the  30th  day  following 
publication  of  this  notice.  The  changes 
to  the  systems  of  records  routine  uses 
shall  become  effective  as  proposed 
without  further  notice  on  the  30th  day 
following  publication  of  this  notice 
unless  comments  are  received  that 
would  result  in  a  contrary 
determination. 

address:  Address  comments  to  General 
Services  Administration  (HRAR), 
Washington,  D.C.  20405. 

FOR  FURTHER  INFORMATION  CONTACT: 

Mr.  William  Hiebert,  Records 
Management  Branch,  Information 
Management  Division,  (202)  566-0673. 
SUPPLEMENTARY  INFORMATION:  This 
notice  of  the  current  GSA  systems  of 
records  incorporates  the  1979  annual 
publication  of  the  systems  of  records,  44 
FR  55658  through  55660,  with  subsequent 
revisions  published  in  44  FR  58544  and 
58545  and  45  FR  8722  through  8725.  In 
addition,  this  notice  includes  the 
following  substantive  changes  to  the 
GSA  systems  of  records  that  have  not 
previously  been  published: 

1.  A  review  was  conducted  of  the 
routine  use  portion  of  the  GSA  systems 
of  records  notices.  Instead  of  applying 
all  the  general  routine  uses  in  the 
appendix  to  each  system  of  records,  the 
general  routine  uses  were  lettered  and 
each  system  of  records  now  references 
only  those  routine  uses  applicable  to 
that  particular  system.  In  addition,  the 
systems  of  records  GSA/HRO-l  through 
GSA/HRO-9  and  GSA/HRO-37  were 
rewritten  to  specify  the  routine  uses  that 


apply  to  each  system  of  records  instead 
of  referencing  the  general  routine  uses. 

2.  A  new  system  of  records  GSA/ 
HRO-10,  Grievance  Records,  is 
established.  With  the  exception  of  one 
additional  routine  use  pertaining  to  GSA 
agents,  the  system  of  records  notice 
duplicates  the  information  in  the  Office 
of  Personnel  Management  system  of 
records  OPM/GOVT-2,  Grievance 
Records.  In  accordance  with  0MB 
memorandum  of  July  10, 1980,  to  Privacy 
Act  Points  of  Contact,  a  report  of  a  new 
system  of  records  is  not  required. 

3.  The  system  of  records  Federal 
Information  Center  (FIG)  Client  Case 
Files  GSA/AV-1  (23-00-0105)  is  deleted. 
The  complaint  handling  experiment 
associated  with  the  case  files  was 
canceled  in  February  1979  and  all  the 
files  have  been  destroyed. 

4.  The  following  systems  of  records 
are  deleted  as  it  has  been  determined 
that  the  systems  of  records  are  covered 
by  and  duplicative  of  Office  of 
Personnel  Management  systems  of 
records  OPM/GOVT-1,  General 
Personnel  Records,  and/or  OPM/ 
GOVT-9,  Position  Classification  Review 
and  Retained  Rate  of  Pay  Appeals: 

a.  Career  and  Executive  Development 
Records  GSA/OAD-11  (23-00-0011), 

b.  Executive  Assignment,  Promotion, 
and  Retirement  GSA/OAD-12  (23-00- 
0012), 

c.  Personnel  Office  General  Staffing 
Information  GSA/OAD-15  (23-00-0015), 
and 

d.  Compensation  and  Classification 
Records  GSA/OAD-17  (23-00-0017). 

5.  A  system  of  records  notice,  OPM 
Government-wide  notices,  is  being 
added.  This  notice  serves  as  a  recap  of 
the  records  maintained  by  GSA  that  are 
a  part  of  the  Office  of  Personnel 
Management’s  (OPM)  system  of  records 
or  subject  to  control  by  OPM. 

6.  To  reflect  organizational  changes 
within  GSA,  the  system  numbers  of  the 
following  systems  of  records  have  been 
changed: 

a.  GSA/OAD-1  to  GSA/HRO-l, 

b.  GSA/OAD-4  to  GSA/HRO-2, 

c.  GSA/OAD-6  to  GSA/HRO-3, 

d.  GSA/OAD-7  to  GSA/HRO^, 

e.  GSA/OAD-9  to  GSA/HRO-5, 

f.  GSA/OAD-22  to  GSA/HRO-6, 

g.  GSA/OAD-26  to  GSA/HRO-7, 

h.  GSA/OAD-25  to  GSA/HRO-8, 

i.  GSA/OAD-27  to  GSA/HRO-9, 

j.  GSA/OAD-29  through  34  to  GSA/ 
PPFM-1,  through  6,  and 

k.  GSA/OAD-36  to  GSA/OEA-1. 

7.  Minor  changes  have  been  made 
throughout  the  GSA  notices  in  the 
system  location,  system  manager," 
notification  procedures,  records  access 
procedures,  contesting  record 


procedures,  and  address  appendixes 
portions  of  all  the  GSA  notices  to  reflect 
changes  due  to  reorganizations  and/or 
relocations. 

8.  The  safeguard  portions  of  notices 
GSA/NARS-1  through  GSA/NARS-10 
have  been  reworded  to  more  accurately 
reflect  the  procedures  in  effect. 

9.  The  following  systems  of  records 
are  consolidated  into  one  system  of 
records  notice  now  designated  as 
Employee  Related  Files  GSA/AGENCY- 
1: 

a.  Office  Personnel  Files  GSA/OAD-19 
(23-00-0019), 

b.  Employee  Related  Files  GSA/NARS- 
10  (23-00-0055), 

c.  Employee  Related  Files  GSA/ 
REGADM-2  (23-00-0069), 

d.  Employee  Related  Files  GSA/PBS-1 
(23-00-0073), 

e.  Employee  Related  Files  GSA/FSS-8 
(23-00-0090), 

f.  Employee  Related  Files  GSA/FPRS-1 
(23-00-0109), 

b.  Employee  Related  Files  GSA/TPUS-1 
(23-00-0108), 

h.  General  Personnel  Files  GSA/OGC-5 
(23-00-0043), 

i.  Discretionary  Supervisor  Files  GSA/ 
ADTS-3  (23-00-0078), 

j.  Personnel  Administrative  Files  GSA/ 
ADTS-6  (23-00-0081),  and 

k.  Staffing  Reporting  System  GSA/ 
OAD-23  (23-00-0023). 

Dated:  August  14, 1980. 

Ben  Schiffman, 

Director  of  Administrative  Services. 


GSA  No.  OM8  No.  Name  of  system 

.  OPM  governmentwkJe  no¬ 
tices. 

GSA/ Agency-  Employee  related  files. 

1. 

GSA/HRO-1 .  23-00-0001  Standards  of  conduct  files. 

GSA/HRO-2 .  23-00-0004  Employee  drug  abuse/al¬ 

coholism  files. 

GSA/HRO-3 .  23-00-0006  Occupational  health  and 

injury  files. 

GSA/HRO-4 .  23-00-0007  Labor-management  rela¬ 

tions  tiles. 

GSA/HRO-5 .  23-00-0009  Employee  benefits  files. 

GSA/HRO-6 .  23-00-0022  Listing  of  physicians. 

GSA/HRO-7 .  23-00-0027  Motor  vehicle  operator  ap¬ 

plications. 

GSA/HRO-8 .  23-00-0026  Credentials,  passes,  and  li¬ 

censes. 

GSA/HRO-9 .  23-00-0104  Emergency  notification  ros¬ 

ters  and  files. 

GSA/HRO-10..  Grievance  records. 

GSA/HRO-37..  23-00-0110  Security  staff  files. 

GSA/PPFM-1...  23-00-0032  Disbursement  and  ac¬ 

counts  payable  files. 

GSA/PPFM-2...  23-00-0033  Accounts  receivable  claims 

files. 

GSA/PPFM-3...  23-00-0034  Travel  system. 

GSA/PPFM-4...  23-00-0036  Manpower  and  payroll  sta¬ 

tistics  system  (MAPS). 

GSA/PPFM-5...  23-00-0036  Payroll,  time,  and  attend¬ 

ance  reporting  system. 

GSA/PPFM-6...  23-00-0100  Employee  credit  reports. 

GSA/ADM-24 ..  23-00-0024  Investigation  case  files. 

GSA/OEA-1 _  23-00-0103  Defunct  agency  records. 

GSA/OGC-2 23-00-0040  Attorney  placement. 

GSA/OGC-4  23-00-0042  General  law  files. 

GSA/OGC-6 ....  23-00-0044  Potential  employee  refer¬ 

rals. 
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GSA  No.  0MB  No.  Name  of  system 

GSA/NARS-1 ..  23-00-0046  Researcher  application 

files. 

GSA/NARS-2 ..  23-00-0047  Reference  request  files. 

G3A/NARS-3 ..  23-00-0048  Donors  of  historical  materi¬ 

als  files. 

GSA/NARS-4_  23-00-0049  National  archives  advisory 

council  fifes. 

GSA/NARS-5„  23-00-0050  Conference  and  related 

activities  files. 


QSA/NARS-6..  23-00-0051  Mailing  list  files. 

GSA/NARS-7,.  23-00-0052  Review  of  classified  doco- 

ment/request  files. 

GSA/NARS-8..  23-00-0053  Classified  records  access 

authorization  files. 

GSA/NARS-9 ..  23-00-0054  Authors  files. 

GSA/  23-00-0070  Biographical  sketches. 

REGADM-3. 

GSA/  23-00-0071  Official  correspondence 

REGAOM-4.  files. 

GSA/  23-00-0102  Council  of  governments 

REGADM-6.  carpool  system. 

GSA/PBS-3 .  23-00-0075  Incident  reporting,  investi¬ 

gation,  and  security  case 

GSA/ADTS-1...  23-00-0076  Classified  control  files. 

GSA/ADTS-2...  23-00-0077  Congressional  files. 

GSA/ADTS-4_.  23-00-0079  Emergency  notification 

files. 

GSA/ADTS-5...  23-00-0060  Financial  management 

fries. 

GSA/ADTS-7...  23-00-0082  Workload  measurement 

files. 

GSA/ADTS-8...  23-00-0096  Special  purpose  telephone 

contact  listings. 

GSA/FSS-9 .  23-00-0091  Cataloging  action  master 

file-work  measurement. 

GSA/FSS-12....  23-00-0094  Accountability  and  property 

inventory. 

GSA/FPRS-2...  23-00-0110  Hazardous  materials  expo¬ 

sure  history  system. 

GSA/TPUS-2...  23-00-0107  Accountability  and  properly 

inventory  system. 


SYSTEM  NAME: 

OPM  Government-wide  notices 
The  General  Services  Administration 
maintains  personnel  records  and  files 
which  are  a  part  of  the  Office  Personnel 
Management’s  (OPM)  systems  of 
records  or  subject  to  control  by  OPM. 
These  systems  are  as  follows: 


OPM/GOVT-1 . .  General  personnel  records 

OPM/GOVT-3 .  Adverse  action  records. 

OPM/GOVT-5 .  Recruiting,  examining,  and  placement 

records. 

OPM/GOVT-6 .  Personnel  research  arxf  test  validation 

records. 

OPM/GOVT-7 .  Applicant  race.  sex.  ethnicity  and  dis¬ 

ability  status  records. 

OPM/GOVT-9 _  Position  classification  review  and  re¬ 

tained  rate  of  pay  appeals 

CSC/GOVT-1 .  Appeals,  grievarxtes  and  complaint  rec¬ 

ords. 


SYSTEM  LOCATION: 

The  above  systems  are  located  in  the 
personnel  offices  of  the  General 
Services  Administration  at  the  locations 
listed  in  the  appendix  for  the  Office  of 
Personnel  following  the  notice  GSA/ 
HRO-7. 

NOTIFICATION  PROCEDURES: 

Current  employees  may  obtain 
information  about  whether  they  are  a 
part  of  these  systems  of  records  from 
their  personnel  officer  at  the  appropriate 
address  listed  in  the  appendix  for  the 


Office  of  Personnel  following  the  notice 
GSA-HRO-7.  Former  employees  may 
obtain  information  as  set  forth  in  the 
OPM  system  notices. 

i 

RECORD  ACCESS  PROCEDURES: 

Requests  from  current  employees  to 
gain  access  to  information  pertaining  to 
them  should  be  directed  to  their 
personnel  officer  at  the  appropriate 
address  listed  in  the  appendix  for  the 
Office  of  Personnel  following  the  notice 
GSA/OHR-7.  Former  employees  should 
direct  requests  to  gain  access  to 
information  pertaining  to  them  as  set 
forth  in  the  OPM  system  notices. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records  and 
for  contesting  the  contents  and 
appealing  initial  determination  are 
promulgated  in  41  CFR  105-64  published 
in  the  Federal  Register.  OPM  rules  are 
promulgated  in  5  CFR  297.201  and  208. 
published  in  the  Federal  Register. 

SYSTEM  name: 

Employee  related  files. 

SYSTEM  location: 

This  system  may  be  maintained  at  the 
supervisory  or  administrative  office 
level  at  all  facilities  throughout  the 
General  Services  Administration, 
nationwide. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

sytem: 

Former  and  current  GSA  employees, 
applicants  or  potential  applicants  for 
employment,  employees  of  other 
agencies  for  employee  relief  bills, 
volunteer  workers,  uncompensated 
workers,  and  relatives  of  employees  of 
the  National  Personnel  Records  Center. 

CATEGORIES  OF  RECORDS  IN  THE  SYTEM: 

This  system  consists  of  a  variety  of 
employee  related  records  maintained  by 
operating  officials  for  the  purpose  of 
administering  personnel  matters 
affecting  their  employees  and 
uncompensated  workers.  The 
documents  include,  but  are  not  limited 
to,  information  on  the  individuals 
relating  to  name,  social  security  number, 
birth,  home  and  emergency  ad^esses 
and  telephone  numbers,  personnel 
actions,  professional  registration, 
qualifications,  training,  congressional 
employee  relief  bills,  injuries, 
employment  history,  awards  and  other 
recognition,  counseling,  warnings, 
reprimands,  grievances,  appeals, 
conduct,  leave,  pay,  attendance,  work 
assignments,  performance,  assessments, 
applications  for  permits  and  passes, 
indebtedness  complaints,  travel,  and 
outside  employment.  The  documents 
include  military  service  data  on 


employees  of  the  National  Personnel 
Records  Center  and  their  relatives 
accumulated  by  operating  o^icials  in 
administering  the  records  security 
program  at  the  Center.  This  system  does 
not  include  ofHcial  personnel  nies  which 
are  covered  by  the  Office  of  Personnel 
Management’s  systems  of  records  OPM/ 
GOVT-1  through  9  and  CSC/GOVT-1. 

AUTHORITY  FOR  MAINTENANCE  OF  THE  SYTEM: 

Federal  Property  and  Administrative 
Services  Act  of  1^9,  as  amended,  (63 
Stat.  377):  Title  5  U.S.C.  generally;  and 
Title  31  U.S.C.  generally. 

PURPOSE(S): 

The  purposes  of  this  system  are  to 
initiate  requests  for  personnel  actions, 
to  plan  and  schedule  training,  to  counsel 
employees  on  their  performance,  to 
establish  a  basis  for  proposing 
recommendations  for  disciplinary 
actions,  and  to  carry  out  personnel 
management  responsibilities  in  general. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

a.  To  disclose  pertinent  information  to 
the  appropriate  Federal,  State,  or  local 
agency  responsibile  for  investigating, 
prosecuting,  enforcing,  or  implementing 
a  statute,  rule,  regulation,  or  order, 
where  the  General  Services 
Administration  becomes  aware  of  an 
indication  of  a  violation  of  potential 
violation  of  civil  or  criminal  law  or 
regulation. 

b.  To  provide  information  to  a 
Member  of  Congress  or  to  a 
congressional  staff  member  from  the 
records  of  an  individual  in  response  to 
an  inquiry  from  that  congressional  office 
made  at  the  request  of  that  individual. 

c.  To  disclose  information  to  another 
Federal  agency  or  to  a  court  when  the 
Government  is  party  to  a  judicial 
proceeding  before  the  court. 

d.  To  disclose  information  to  a 
Federal  agency,  in  response  to  its 
request,  in  connection  with  the  hiring  or 
retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  conducting 
of  a  security  or  suitability  investigation 
of  an  individual,  the  classifying  of  a  job, 
the  letting  of  a  contract,  or  the  issuance 
of  a  license,  grant,  or  other  benefit  by 
the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and 
necessary  to  the  requesting  agency’s 
decision  on  the  matter. 

e.  To  disclose  information  to  officials 
of  the  Merit  Systems  Protection  Board, 
including  the  Office  of  Special  Counsel; 
the  Federal  Labor  Relations  Authority 
and  its  General  Counsel;  or  the  Equal 
Employment  Opportunity  Commission 
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when  requested  in  performance  of  their 
authorized  duties. 

f.  To  disclose  information  to  an 
authorized  appeal  or  grievance 
examiner,  formal  complaints  examiner, 
equal  employment  opportunity 
investigator,  arbitrator,  exclusive 
representative,  or  other  duly  authorized 
official  engaged  in  investigation  or 
settlement  of  a  grievance,  complaint,  or 
appeal  filed  by  an  employee. 

g.  To  disclose  information  to  the 
Office  of  Personnel  Management  in 
accordance  with  the  agency’s 
responsibility  for  evaluation  of  Federal 
personnel  management. 

h.  To  disclose  information  to  an 
expert,  consultant,  or  a  contractor  of 
GSA  to  the  extent  necessary  to  further 
the  performance  of  a  Federal  duty  and 
to  a  physician  to  conduct  a  fitness-for- 
duty  examination  of  a  GSA  officer  or 
employee. 

i.  Additionally,  U.S.  Army  military 
service  relating  to  National  Personnel 
Records  Center  (St.  Louis]  employees 
and  their  relatives  may  be  disclosed  to 
United  States  Army  Reserve 
Components  Personnel  and 
Administration  Center  officials  when 
required  for  the  operation  of  their  record 
security  program. 

Note. — To  the  extent  that  official  personnel 
records  in  the  custody  of  GSA  are  covered 
within  systems  of  record  published  by  the 
Office  of  Personnel  Management  as 
Government-wide  records,  they  will  be 
considered  to  be  as  a  part  of  that 
Government-wide  system.  Other  ofhcial 
personnel  records  covered  by  notices 
published  by  GSA  and  considered  to  be 
separate  systems  of  records  may  be 
transferred  to  the  Office  of  Personnel 
Management  in  accordance  with  official 
personnel  programs  and  activities  as  a 
routine  use. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM: 

storage: 

Paper  records  in  file  holders  and  card 
files. 

retrievability: 

The  records  within  this  system  are 
primarily  retrieved  by  name. 

safeguards: 

When  not  in  use  by  an  authorized 
person,  these  records  are  stored  in 
lockable  file  cabinets,  lockable  desk 
drawers,  and/or  in  secured  rooms. 

RETENTION  AND  DISPOSAL: 

Records  are  reviewed  annually, 
documents  are  updated,  and  irrelevant 
documents  destroyed.  No  copies  of 
records  are  retained  in  this  system  after 
the  original  or  copies  of  the  same 


records  have  been  purged  from  the 
Office  of  Personnel  Folders.  When  an 
employee  leaves  the  agency  through 
)l transfer  or  other  separation,  the  records 
in  this  system  are  immediately 
forwarded  to  the  office  maintaining  the 
Official  Personnel  Folder.  There  the 
records  are  screened  to  ensure  that 
there  are  no  records  that  should  be 
permanently  filed  in  the  Official 
Personnel  Folder.  The  records  in  this 
system  are  then  destroyed. 

SYSTEM  MANAOER(S)  AND  ADDRESS: 

Agency  officials  with  overall 
responsibility  for  systems  of  records 
under  their  jurisdiction  are  the  Heads  of 
Services  and  Staff  Offices  for  Central 
Office  employees  and  the  Regional 
Administrators  for  regional  employees. 
Officials  responsible  for  geographically 
dispersed  systems  of  records  are  the 
senior  official  at  the  facility  or  the 
supervisor  of  the  employees  (or  of  the 
former  employees,  or  volunteers  at  all 
locations).  The  addresses  of  the  Central 
Office  and  regional  offices  are  listed  in 
the  appendix  following  this  notice.  The 
addresses  of  the  field  activities  are 
listed  following  the  notices  GSA/ADTS- 
8,  GSA/NARS-9.  GSA/PBS-3.  GSA/ 
FSS-12,  and  GSA/FPRS-2. 

NOTIFICATION  PROCEDURES: 

Information  about  whether  an 
individual  is  a  part  of  this  system  of 
records  may  be  obtained  from  the 
supervisors  or  officials  at  the 
appropriate  repository  where  the 
individuals  have  records.  If  not  known, 
general  inquiries  should  be  made  to  the 
Head  of  the  Service  or  Staff  Office  for 
Central  Office  employees,  or  to  the 
Regional  Administrator  for  regional 
office  employees  at  the  addresses  listed 
in  the  appendix  following  this  notice. 

RECORD  ACCESS  PROCEDURES: 

Same  as  above.  For  identification 
requirements,  refer  to  the  agency 
regulations  as  outlined  in  41  CFR  105-64. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records  and 
for  contesting  the  contents  and 
appealing  initial  determinations  are 
promulgated  in  41  CFR  105-654, 
published  in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

The  individuals  themselves,  other 
employees,  supervisors,  personnel 
records,  and  third  parties  submitting 
indebtedness  complaints. 


Appendix — GSA/Agency  Addresses  of 
Lorations 

Central  Office 

General  Services  Building,  18th  and  F 
Streets  NW.,  Washington,  D.C.  20405. 
Crystal  Mall  Building  4, 1941  Jefferson 
Davis  Highway,  Arlington,  VA  20406. 
Crystal  Square  Building  5, 1755  Jefferson 
Davis  Highway,  Arlington,  VA  20406. 
Chester  Arthur  Building,  425  I  Street 
NW.,  Washington,  DC  20405. 

Archives  Building,  7th  and  Pennsylvania 
Avenue  NW.,  Washington,  DC  20408. 

Region  Offices 

National  Capital  Region,  Regional  Office 
Building,  7th  and  D  Streets  SW., 
Washington,  DC  20407. 

Region  1,  J.W.  McCormack  Post  Office 
and  Courthouse  Building,  Boston,  MA 
02109. 

Region  2,  26  Federal  Plaza,  New  York, 
NW  1007. 

Region  3,  Regional  Office  Building,  9th 
and  Market  Streets,  Philadelphia,  PA 
19107. 

Region  4,  75  Spring  Street  SW.,  Atlanta, 
GA  30303. 

Region  5,  John  C.  Kluczynski  Federal 
Building,  230  South  Dearborn  Street, 
Chicago,  IL  60604. 

Region  6,  Federal  Building,  1500  East 
Bannister  Road,  Kansas  City,  Missouri 
64131. 

Region  7,  819  Taylor  Street,  Fort  Worth, 
Texas  76102. 

Region  8,  Building  N.  41,  Denver  Federal 
Center,  Denver,  Colorado  80225. 

Region  9,  525  Market  Street,  San 
Francisco,  California  94105. 

Region  10,  GSA  Center,  Auburn, 
Washington,  98002. 

GSA/HRO-1  (23-00-0001) 

SYSTEM  NAME: 

Standards  of  Conduct  Files. 

SYSTEM  LOCATIONS: 

The  system  is  located  in  the  personnel 
offices  of  GSA  at  the  addresses  listed  in 
the  appendix  for  the  Office  of  Personnel 
following  the  notice,  GSA/HRO-7;  the 
Central  Office,  Office  of  Personnel,  18th 
&  F  Sts.  NW.,  Washington,  DC  20405; 
and  the  offices  of  supervisors  and 
management  officials  who  have  a  need 
for  information  relating  to  an  employee's 
outside  employment. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

All  employees  who  have  requested 
permission  to  engage  in  outside 
employment,  received  a  copy  of  the 
standards  of  conduct,  or  have  been  the 
object  of  debt  complaints. 
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CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

1.  Application  to  engage  in  outside 
employment,  business  or  professional 
activities  (GSA  Form  1974). 

2.  Acknowledgement  of  receipt  of 
GSA  Standards  of  Conduct  (GSA  Form 
2160). 

3.  Debt  complaint  files. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

5  U.S.C.  7351:  5  C.F.R.  735.203  and  207. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

a.  To  disclose  pertinent  information  to 
the  appropriate  Federal,  State,  or  local 
agency  responsible  for  investigating, 
prosecuting,  enforcing,  or  implementing 
a  statute,  rule,  regulation,  or  order, 
where  the  General  Services 
Administration  (GSA)  becomes  aware 
of  an  indication  of  a  violation  or 
potential  violation  of  civil  or  criminal 
law  or  regulation. 

b.  To  provide  information  to  a 
Member  of  Congress  or  to  a 
congressional  staff  member  from  the 
records  of  an  individual  in  response  to 
an  inquiry  from  that  congressional  office 
made  at  the  request  of  that  individual. 

c.  To  disclose  information  to  another 
Federal  agency  or  to  a  court  when  the 
Government  is  party  to  a  judicial 
proceeding  before  the  court. 

d.  To  disclose  information  to  a 
Federal  agency,  in  response  to  its 
request,  in  connection  with  the  hiring  or 
retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  conducting 
of  a  security  or  suitability  investigation 
of  an  individual,  the  classifying  of  a  job, 
the  letting  of  a  contract,  or  the  issuance 
of  a  license,  grant,  or  other  benefit  by 
the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and 
necessary  to  the  requesting  agency’s 
decision  on  the  matter. 

e.  By  the  Office  of  Personnel 
Management  in  the  production  of 
summary  descriptive  statistics  in 
support  of  the  function  for  which  the 
records  are  collected  and  maintained,  or 
for  related  work  force  studies.  While 
published  statistics  and  studies  do  not 
contain  individual  identifiers,  in  some 
instances  the  selection  of  elements  of 
data  included  in  the  study  may  be 
structured  in  such  a  way  as  to  make  the 
data  individually  identihable  by 
inference. 

f.  To  disclose  information  to  any 
source  where  necessary  to  obtain 
information  relevant  to  a  conflict-of- 
interest  investigation  or  determination. 

g.  To  disclose  information  to  the 
Offlce  of  Management  and  Budget 
(OMB)  in  connection  with  the  review  of 


private  relief  legislation  at  any  stage  of 
the  legislative  coordination  and 
clearance  process. 

h.  To  disclose  information  to  officials 
of  the  Merit  Systems  Protection  Board, 
including  the  Office  of  Special  Counsel; 
the  Federal  Labor  “Relations  Authority 
and  its  General  Counsel;  or  the  Equal 
Employment  Opportunity  Conunission 
when  requested  in  performance  of  their 
authorized  duties. 

i.  To  an  authorized  appeal  or 
grievance  examiner,  formal  complaints 
examiner,  equal  employment 
opportunity  investigator,  arbitrator,  or 
other  duly  authorized  official  engaged  in 
investigation  or  settlement  of  a 
grievance,  complaint,  or  appeal  filed  by 
an  employee. 

j.  To  the  Office  of  Personnel 
Management  in  accordance  with  the 
agency’s  responsibility  for  evaluation  of 
Federal  personnel  management. 

k.  To  the  extent  that  official  personnel 
records  in  the  custody  of  GSA  are 
covered  within  systems  of  records 
published  by  the  Office  of  Personnel 
Management  as  Government-wide 
records,  they  will  be  considered  as  a 
part  of  that  Government-wide  system. 
Other  official  personnel  records  covered 
by  notices  published  by  GSA  and 
considered  to  be  separate  systems  of 
records  may  be  transferred  to  the  Office 
of  Personnel  Management  in  accordance 
with  official  personnel  programs  and 
activities  as  a  routine  use. 

l.  To  an  expert,  consultant,  or  a 
contractor  of  GSA  to  the  extent 
necessary  to  further  the  performance  of 
a  Federal  duty. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM.: 

STORAGE: 

Paper  records  in  file  cabinets. 

retrievability: 

Filed  alphabetically  at  each  location 
by  name. 

SAFEGUARDS: 

When  not  in  use  by  an  authorized 
person,  these  records  are  stored  in 
lockable  metal  file  cabinets  or  in 
secured  rooms. 

RETENTION  AND  DISPOSAL; 

Disposition  or  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAOER(S)  AND  ADDRESS: 

The  Director  of  Personnel  at  18th  and 
F  Streets  NW.,  Washington,  DC  20405. 
Mailing  address:  General  Services 
Administration  (HP),  Washington,  DC 
20405. 


NOTIFICATION  PROCEDURE: 

Current  employees  may  obtain 
information  about  whether  they  are  a 
part  of  this  system  of  records  from  their 
supervisor  or  from  their  personnel 
officer  at  the  appropriate  address  listed 
in  the  appendix  following  the  notice 
GSA/HRC)-7,  or  from  the  Director  of 
Personnel  at  the  address  noted  above, 
whichever  is  applicable.  Former 
employees  may  obtain  information  from 
the  personnel  officers  at  the  addresses 
listed  in  the  appendix. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  current  employees  to 
gain  access  to  information  pertaining  to 
them  should  be  directed  to  their 
supervisor  or  to  their  personnel  officer 
at  the  appropriate  address  listed  in  the 
appendix  following  the  notice  GSA/ 
HRC)-7,  or  to  the  Director  of  Personnel 
at  the  address  noted  above,  whichever 
is  applicable.  Former  employees  should 
direct  requests  to  gain  access  to 
information  pertaining  to  them  to  the 
appropriate  personnel  officer  at  the 
address  listed  in  the  appendix.  For 
identification  requirements  refer  to  the 
agency  regulations  as  outlined  in  41  CFR 
105-64. 

CONTESTING  RECORDS  PROCEDURES: 

GSA  rules  for  access  to  records  and 
for  contesting  the  contents  and 
appealing  initial  determinations  are 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

Employees  requesting  permission  to 
engage  in  outside  employment,  firms 
and/or  collection  agencies  filing  debt 
complaints,  supervisors,  and 
management  officials. 

GSA/HRO-2  (23-00-0004) 

SYSTEM  NAME: 

Employee  Drug  Abuse/Alcoholism 
Files. 

SYSTEM  LOCATION: 

The  system  is  located  in  the  personnel 
offices  of  GSA  at  the  addresses  listed  in 
the  appendix  for  the  Office  of  Personnel 
following  the  notice  GSA/HRO-7:  the 
Central  Office,  Office  of  Personnel  at 
18th  &  F  Sts.  NW.,  Washington,  DC 
20405;  in  the  offices  of  designated 
counselors;  and  in  the  offices  of 
supervisors  who  have  had  employees 
suspected  or  known  to  have  drug  abuse 
problems  (including  alcoholism). 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

GSA  employees  who  have  been 
suspected  or  ^own  to  have  an  alcohol 
abuse  or  other  drug  abuse  problem. 
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CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

1.  Records  of  referrals  for  counseling. 

2.  Records  of  counseling. 

3.  Records  of  referrals  for 
rehabilitative  assistance. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

Pub.  L.  92-255  and  5  U.S.C.  7901. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

a.  To  document  that  supervisors  have 
properly  dealt  with  employees  whose 
work  is  affected  by  alcohol  abuse  or 
other  drug  abuse. 

b.  To  communicate  information  to 
personnel  having  a  need  for  the 
information  in  connection  with  their 
duties;  such  as  medical  or  health 
personnel,  alcohol  or  other  drug  abuse 
counselors,  alcohol  or  other  drug  abuse 
program  administrators,  and  qualified 
service  organizations. 

c.  To  provide  a  basis  for  meeting 
reporting  requirements  to  the  Office  of 
Personnel  Management 

d.  To  disclose  information  to  the 
Department  of  Justice  or  other 
appropriate  Federal  agencies  in 
defending  claims  against  the  United 
States,  when  the  claim  is  based  upon  an 
individual’s  mental  or  physical 
condition  and  is  alleged  to  have  arisen 
because  of  the  activities  of  GSA  in 
connection  with  such  individual. 

Such  disclosures  will  be  restrictively 
made;  in  particular,  disclosures  of 
information  pertaining  to  an  individual 
with  a  history  of  alcohol  or  other  drug 
abuse  will  be  limited  in  compliance  with 
the  restrictions  of  the  confidentiality  of 
Alcohol  and  Drug  Abuse  Patient 
Records  regulations,  45  CFR  Part  2. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  records  in  file  drawers  or 
cabinets. 

retrievability: 

Filed  alphabetically  at  each  location 
by  name. 

safeguards: 

When  not  in  use  by  an  authorized 
person,  these  records  are  stored  in 
lockable  metal  file  cabinets  or  in 
secured  rooms. 

RETENTION  AND  DISPOSAL: 

Records  are  maintained  for  1  year 
after  the  employee’s  last  contact  with 
the  counselor,  or  until  the  employee’s 
separation  or  transfer,  whichever  comes 
first.  Records  are  destroyed  by 
shredding  or  burning. 


SYSTEM  MANAGER(S)  AND  ADDRESS: 

The  Director  of  Personnel  at  18th  &  F 
St's. 

N.W.,  Washington,  DC  20405.  Mailing 
address:  General  Services 
Administration  (HP),  Washington,  DC 
20405. 

NOTIFICATION  PROCEDURE: 

Current  employees  may  obtain 
information  about  whether  they  are  a 
part  of  this  system  of  records  from  their 
supervisor  or  from  their  personnel 
officer  at  the  appropriate  address  listed 
in  the  appendix  for  the  Office  of 
Personnel  following  the  notice  GSA/ 
HRO-7,  or  from  the  Director  of 
Personnel  at  the  address  noted  above, 
whichever  is  applicable.  Former 
employees  may  obtain  information  from 
the  personnel  officers  at  the  addresses 
listed  in  the  appendix. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  current  employees  to 
gain  access  to  information  pertaining  to 
them  should  be  directed  to  their 
personnel  officer  at  the  appropriate 
address  listed  in  the  appendix  for  the 
Office  of  Personnel  following  the  GSA/ 
HRO-7  notice,  or  to  the  Director  of 
Personnel  at  the  address  noted  above, 
whichever  is  applicable.  Former 
employees  should  direct  requests  to  gain 
access  to  information  pertaining  to  them 
to  the  appropriate  personnel  officer  at 
the  address  listed  in  the  appendix.  For 
identification  requirements  refer  to  the 
agency  regulations  outlined  in  41  CFR 
105-64. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  to  access  to  records  and  for 
contesting  the  contents  and  appealing 
initial  determination  are  promulgated  in 
41  CFR  105-64,  published  in  the  Federal 
Register. 

RECORD  SOURCE  CATEGORIES: 

Supervisors,  counselors,  personnel 
specialists,  and  the  employees 
themselves. 

GSA/HRO-3  (23-00-0006) 

SYSTEM  name: 

Occupational  Health  and  Injury  Files. 

SYSTEM  LOCATION: 

The  system  is  located  in  the  personnel 
offices  of  GSA  at  the  locations  listed  in 
the  appendix  for  the  Office  of  Personnel 
following  the  notice  GSA/HRO-7:  the 
Central  Office,  Office  of  Personnel,  18th 
&  F  Sts.  NW.,  Washington,  DC  20405;  the 
Accident  and  Fire  Prevention  Branch, 
Buildings  Management  Division,  PBS; 
and  the  offices  of  all  supervisors  who 
have  had  employees  injured  on  the  job 


or  other  occupational  health  problems 
with  employees  supervised. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

GSA  employees  who  have  sustained 
injuries  or  other  occupational  health 
problems  with  employees  supervised. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

1.  Accident  reports  (including  CA-1  & 
2:  Federal  Employees  Notice  of  Injury  or 
Occupational  Disease). 

2.  (ilaims  for  compensation  for  injury 
or  occupational  disease  (CA  4). 

3.  Claims  for  continuance  of 
compensation  on  account  of  disability 
(CA  8). 

4.  Lists  of  employees  receiving 
medical  services. 

5.  Health  records. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

5  U.S.C.  Chap  81  and  5  U.S.C.  7153 
and  7901. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

a.  To  identify  and  record  those 
employees  who  have  sustained  injuries 
or  other  occupational  health  problems. 

b.  To  refer  information  required  by 
applicable  law  to  be  disclosed  to  a 
Federal,  State,  or  local  public  health 
service  agency  concerning  individuals 
who  have  contracted  certain 
communicable  diseases  or  conditions. 
Such  information  is  used  to  prevent 
further  outbreak  of  the  disease  or 
condition. 

c.  To  disclose  information  to  another 
Federal  agency  or  to  a  court  when  the 
Government  is  party  to  a  judicial 
proceeding  before  the  court. 

e.  To  disclose  information  to  the 
Office  of  Workers  Compensation 
Programs  in  connection  with  a  claim  for 
benefits  filed  by  an  employee. 

f.  To  provide  information  to  a  Member 
of  Congress  or  to  a  congressional  staff 
member  from  the  records  of  an 
individual  in  response  to  an  inquiry 
from  that  congressional  office  made  at 
the  request  of  that  individual. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  records  in  file  cabinets. 

RETRIEVABILITY: 

Filed  alphabetically  at  each  location 
by  name. 

safeguards:  , 

When  not  in  use  by  an  authorized 
person,  these  records  are  stored  in 
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lockable  metal  file  cabinets  or  in 
secured  rooms. 

RETENTION  AND  DISPOSAL! 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS! 

The  Director  of  Personnel,  18th  &  F 
Sts.  NW.,  Washington,  DC  20405. 

Mailing  address:  General  Services 
Administration  (HP),  Washington,  DC 
20405. 

NOTIFICATION  PROCEDURE! 

Current  employees  may  obtain 
information  about  whether  they  are  a 
part  of  this  system  of  records  from  their 
supervisor  or  from  their  personnel 
officer  at  the  appropriate  address  listed 
in  the  appendix  for  the  Office  of 
Personnel  following  the  notice  GSA/ 
HRO-7,  or  from  the  Director  of 
Personnel  at  the  address  noted  above, 
whichever  is  applicable.  Former 
employees  may  obtain  information  from 
the  personnel  officers  at  the  addresses 
listed  in  the  Appendix. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  current  employees  to 
gain  access  to  information  pertaining  to 
them  should  be  directed  to  their 
supervisor  or  to  their  personnel  officer 
at  the  appropriate  address  listed  in  the 
appendix  for  the  Office  of  Personnel 
following  the  notice  GSA/HRO-7,  or  to 
the  Director  of  Personnel  at  the  address 
noted  above,  whichever  is  applicable. 
Former  employees  should  direct 
requests  to  gain  access  to  information 
pertaining  to  them  to  the  appropriate 
personnel  officer  at  the  address  listed  in 
the  appendix.  For  indentification 
requirements  refer  to  the  agency 
regulations  as  outlined  in  41  CFR  105-64. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records  and 
for  contesting  the  contents  and 
appealing  initial  determinations  are 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

The  information  in  this  system  of 
records  is  provided  by  the  individuals  to 
whom  the  records  pertain,  or  by  the 
personnel  specialists  who  prepare 
various  records  or  claims. 

GSA/HRO-4  (23-00-0007) 

SYSTEM  NAME: 

Labor-Management  Relations  Files 

SYSTEM  location: 

The  system  is  located  in  the  personnel 
offices  of  GSA  at  the  locations  listed  in 


the  appendix  for  the  Office  of  Personnel 
following  the  notice  GSA/HRO-7;  the 
Central  Office,  Office  of  Personnel  at 
18th  &  F  Sts.  NW.,  Washington,  DC 
20405,  and  various  service  and  staff 
offices  throughout  GSA. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

GSA  employees  who  are  union 
officials  or  are  in  an  exclusively 
recognized  unit.  Also  GSA  employees 
who  have  filed  grievances  under  the 
negotiated  grievance  procedure. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM! 

1.  Union  dues  withholding  request  or 
revocation. 

2.  List  of  employees  who  are  elected 
or  appointed  union  officers  or  officials. 

3.  Arbitration  awards  based  on 
employee  or  union  grievance. 

4.  GSA  Form  3079,  Official  Time  for 
Representational  Functions. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

5.  U.S.C.  7101  et  seq. 

ROUTINE  uses  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES! 

a.  To  identify  and  record  those 
employees  who  are  included  in 
exclusively  recognized  units,  are  under 
dues  withholding,  are  elected  or 
appointed  as  union  officers,  whose 
grievances  have  been  resolved  by 
arbitration  awards,  and  who  use  official 
time  for  representational  functions. 

b.  To  the  Department  of  Labor  in 
carrying  out  its  functions  regarding 
labor-managemnt  relations  in  the 
Federal  service. 

c.  To  officials  of  labor  organizations 
recognized  under  Pub.  L.  95-454,  when 
relevant  and  necessary  to  their  duties  of 
exclusive  representation  concerning 
personnel  policies,  practices,  and 
matters  affecting  working  conditions. 

d.  To  disclose  pertinent  information  to 
the  appropriate  Federal,  State,  or  local 
agency  responsible  for  investigating, 
prosecuting,  enforcing,  or  implementing 
a  statute,  rule,  regulation,  or  order, 
where  the  General  Services 
Administration  (GSA)  becomes  aware 
of  an  indication  of  a  violation  or 
potential  violation  of  civil  or  criminal 
law  or  regulation. 

e.  To  provide  information  to  a 
Member  of  Congress  or  to  a 
congressional  staff  member  from  the 
records  of  an  individual  in  response  to 
an  inquiry  from  that  congressional  office 
made  at  the  request  of  that  individual. 

f.  To  disclose  information  to  another 
Federal  agency  or  to  a  court  when  the 
Government  is  party  to  a  judicial 
proceeding  before  the  court. 


g.  By  the  Office  of  Personnel 
Management  in  the  production  of 
summary  descriptive  statistics  in 
support  of  the  function  for  which  the 
records  are  collected  and  maintained,  or 
for  related  work  force  studies.  While 
published  statistics  and  studies  do  not 
contain  individual  identifiers,  in  some 
instances  the  selection  of  elements  of 
data  included  in  the  study  may  be 
structured  in  such  a  way  as  to  make  the 
data  individually  identifiable  by 
inference. 

h.  To  disclose  information  to  the 
Office  of  Management  and  Budget  in 
connection  with  the  review  of  private 
relief  legislation  at  any  stage  of  the 
legislative  coordination  and  clearance 
process. 

i.  To  disclose  information  to  ofilcials 
of  the  Merit  Systems  Protection  Board, 
including  the  Office  of  Special  Counsel; 
the  Federal  Labor  Relations  Authority 
and  its  General  Counsel;  or  the  Equal 
Employment  Opportunity  Commission 
when  requested  in  performance  of  their 
authorized  duties. 

j.  To  an  authorized  appeal  or 
grievance  examiner,  formal  complaints 
examiner,  equal  employment 
opportunity  investigator,  arbitrator,  or 
other  duly  authorized  official  engaged  in 
investigation  or  settlement  of  a 
grievance,  complaint,  or  appeal  filed  by 
an  employee. 

k.  To  the  Office  of  Personnel 
Management  in  accordance  with  the 
agency’s  responsibility  for  evaluation  of 
Federal  personnel  management. 

l.  To  the  extent  that  official  personnel 
records  in  the  custody  of  GSA  are 
covered  within  systems  of  records 
published  by  the  Office  of  Personnel 
Management  as  Government-wide 
system,  they  will  be  considered  as  part 
of  that  Government-wide  system.  Other 
official  personnel  records  covered  by 
notices  published  by  GSA  and 
considered  to  be  separate  systems  of 
records  may  be  transferred  to  the  Office 
of  Personnel  Management  in  accordance 
with  official  personnel  programs  and 
acitivities  as  a  routine  use. 

m.  To  an  expert,  consultant,  or  a 
contractor  of  GSA  to  the  extent 
necessary  to  further  the  performance  of 
a  Federal  duty. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  records  and  machine  listings  in 
file  cabinets. 

RETRIEVABILITY! 

Filed  alphabetically  at  locations  by 
name. 
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safeguards: 

When  not  in  use  by  an  authorized 
person,  these  records  are  stored  in 
lockable  metal  file  cabinets  or  in 
secured  rooms. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAOERfS)  AND  ADDRESS: 

The  Director  of  Personnel  at  18th  &  F 
Sts.  NW.,  Washington,  DC  20405. 

Mailing  address:  General  Services 
Administration  (HP),  Washington,  DC 
20405. 

NOTIFICATION  PROCEDURE: 

Current  employees  may  obtain 
information  about  whether  they  are  a 
part  of  this  system  of  records  from  their 
supervisor  or  from  their  personnel 
officer  at  the  appropriate  address  listed 
in  the  appendix  for  the  Office  of 
Personnel  following  the  notice  GSA/ 
HRO-7,  or  from  the  Director  of 
Personnel  at  the  address  noted  above, 
whichever  is  applicable.  Former 
employees  may  obtain  information  from 
the  personnel  officers  at  the  addresses 
listed  in  the  appendix. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  current  employees  to 
gain  access  to  information  pertaining  to 
them  should  be  directed  to  their 
supervisor  or  to  their  personnel  officer 
at  the  appropriate  address  listed  in  the 
appendix  for  the  Office  of  Personnel 
following  the  notice  GSA/HRO-7,  or  to 
the  Director  of  Personnel  at  the  address 
noted  above,  whichever  is  applicable. 
Former  employees  should  direct 
requests  to  gain  access  to  information 
pertaining  to  them  to  the  appropriate 
persoimel  officer  at  the  address  listed  in 
the  appendix.  For  identification 
requirements  refer  to  the  agency 
regulations  as  outlined  in  41  CFR  105-64. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records  and 
for  contesting  the  contents  and 
appealing  initial  determination  are 
promulgated  in  41  CFR  105-64  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

Officials  preparing  files  and  records 
submitted  by  employees. 

GSA/HRO-5  (23-00-0009) 

SYSTEM  name: 

Employee  Benefits  Files. 

SYSTEM  LOCATION: 

The  system  is  located  in  the  personnel 
offices  of  GSA  at  the  addresses  listed  in 


the  appendix  for  the  Office  of  Personnel 
following  the  notice  GSA/HRO-7;  the 
Central  Office,  Office  of  Personnel  at 
18th  &  F  Sts.  NW.,  Washington,  DC 
20405,  and  the  offices  of  supervisors  and 
management  officials  promoting  blood 
donation  and  savings  bonds  programs 
and  soliciting  employees  to  attend 
White  House  ceremonies. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

All  employees  receiving  severance 
pay,  contributing  blood,  authorizing 
withholding  for  savings  bonds,  attending 
White  House  ceremonies,  and  deceased 
employees  with  survivors  entitled  to 
death  benefits. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

1.  Severance  pay  files. 

2.  Savings  bonds  lists. 

3.  Blood  donation  requests. 

4.  White  House  ceremonies  files. 

5.  Death  case  files. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

5  U.S.C.  Chap.  81,  5  U.S.C.  7153  and 
7901. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

a.  To  identify  and  record  those 
employees  who  have  received  severance 
pay,  authorized  withholding  for  savings 
bonds,  made  blood  donations,  attended 
White  House  ceremonies,  and/or  died 
leaving  survivors  entitled  to  death 
benefits. 

b.  To  disclose,  to  the  following 
recipients,  information  needed  to 
adjudicate  a  claim  for  benefits  under  the 
recipient’s  benefit  program(s),  or 
information  needed  to  conduct  an 
analytical  study  of  benefits  being  paid 
under  such  programs:  Office  of 
Personnel  Management;  Office  of 
Workers  Compensation  Program; 
Veterans  Administration  Pension 
Benefits  Program:  DHEW’s  Social 
Security  Old  Age,  Survivor  and 
Disability  Insurance  and  Medical 
Programs:  Health  Care  Financing 
Administration,  and  Supplemental 
Security  Income  Program:  military 
retired  pay  programs:  Federal  civilian 
employee  retirement  programs  (other 
than  the  Civil  Service  Retirement 
System):  or  other  national.  State,  county, 
municipal,  or  other  publicly  recognized 
charitable  or  social  security 
administrative  agency. 

c.  When  an  inffividual  to  whom  a 
record  pertains  dies,  to  disclose  to  any 
person  possibly  entitled  in  the  order  of 
precedence  for  lump  siun  benefits, 
information  in  the  individual’s  record 
which  might  be  properly  disclosed  to  the 


individual,  and  the  name  and 
relationship  of  any  other  person  whose 
claim  to  benefits  takes  precedence  or 
who  is  entitled  to  share  the  benefits 
payable.  When  a  representative  of  the 
estate  has  not  been  appointed,  the 
individual’s  next-of-kin  may  be 
recognized  as  the  representative  of  the 
estate. 

d.  To  provide  an  official  of  another 
Federal  agency  information  needed  in 
the  performance  of  official  duties  related 
to  reconciling  or  reconstructing  data 
files,  compiling  descriptive  statistics, 
and  making  analytical  studies  in  support 
of  the  function  for  which  the  records 
were  collected  and  maintained. 

e.  To  disclose  to  another  agency,  or  to 
an  instrximentality  of  any  governmental 
jurisdiction  within  or  under  the  control 
of  the  United  States,  for  a  civil  or 
criminal  law  enforcement  activity,  if  the 
activity  is  authorized  by  a  law,  and  if 
the  head  of  the  agency  or 
instrumentality  has  made  a  written 
request  to  GSA  specifying  the  particular 
portion(s)  of  the  record(s)  desired 
(including  an  address)  and  the  law 
enforcement  activity  for  which  the 
record  is  sought. 

f.  To  disclose  pertinent  information  to 
the  appropriate  Federal,  State,  or  local 
agency  responsible  for  investigating, 
prosecuting,  enforcing,  or  implementing 
a  statute,  rule,  regulation,  or  order, 
where  the  General  Services 
Administration  (GSA)  becomes  aware 
of  an  indication  of  a  violation  or 
potential  violation  of  civil  or  criminal 
law  or  regulation. 

g.  To  provide  information  to  a 
Member  of  Congress  or  to  a 
congressional  staff  member  from  the 
records  of  an  individual  in  response  to 
an  inquiry  from  that  congressional  office 
made  at  the  request  of  that  individual. 

h.  To  disclose  information  to  another 
Federal  agency  or  to  a  court  when  the 
Government  is  party  to  a  judicial 
proceeding  before  the  court. 

i.  By  the  Office  of  Personnel 
Management  in  the  production  of 
summary  descriptive  statistics  in 
support  of  the  function  for  which  the 
records  are  collected  and  maintained,  or 
for  related  work  force  studies.  While 
published  statistics  and  studies  do  not 
contain  individual  identifiers,  in  some 
instances  the  selection  of  elements  of 
data  included  in  the  study  may  be 
structured  in  such  a  way  as  to  make  the 
data  individually  identifiable  by 
inference. 

j.  To  disclose  information  to  the  Office 
of  Management  and  Budget  in 
connection  with  the  review  of  private 
relief  legislation  at  any  stage  of  the 
legislative  coordination  and  clearance 
process. 
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k.  To  disclose  information  to  ofHcials 
of  the  Merit  Systems  Protection  Board, 
including  the  Office  of  Special  Counsel; 
the  Federal  Labor  Relations  Authority 
and  its  General  Counsel;  or  the  Equal 
Employment  Opportunity  Commission 
when  requested  in  performance  of  their 
authorized  duties. 

l.  To  the  Office  of  Personnel 
Management  in  accordance  with  the 
agency's  responsibility  for  evaluation  of 
Federal  personnel  management. 

m.  To  the  extent  that  official 
personnel  records  in  the  custody  of  GSA 
are  covered  within  systems  of  records 
published  by  the  Office  of  Personnel 
Management  as  Government-wide 
records,  they  will  be  considered  as  a 
part  of  that  Government-wide  sytem. 
Other  official  personnel  records  covered 
by  notices  published  by  GSA  and 
considered  to  be  separate  systems  of 
records  may  be  transferred  to  the  OfHce 
of  Personnel  Management  in  accordance 
with  official  personnel  programs  and 
activities  as  a  routine  use. 

n.  To  an  expert,  consultant,  or  a 
contractor  of  GSA  to  the  extent 
necessary  to  further  the  performance  of 
a  Federal  duty. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  records  in  files. 

RETRIEV  ability: 

Filed  alphabetically  at  each  location 
by  name. 

SAFEGUARDS: 

When  not  in  use  by  an  authorized 
person,  these  records  are  stored  in 
lockable  metal  file  cabinets  or  in 
secured  rooms. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAOER(S)  AND  ADDRESS: 

The  Director  of  Personnel  at  18th  &  F 
Sts.  NW.,  Washington,  DC  20405. 
Mailing  address:  General  Services 
Administration  (HP),  Washington,  DC 
20405. 

NOTIFICATION  PROCEDURE: 

Current  employees  may  obtain 
information  about  whether  they  are  a 
part  of  this  system  of  records  from  their 
supervisor  or  from  their  personnel 
officers  at  the  addresses  listed  in  the 
appendix. 


RECORD  ACCESS  PROCEDURES: 

Requests  from  current  employees  to 
gain  access  to  information  pertaining  to 
them  should  be  directed  to  their 
supervisor  or  to  their  personnel  officer 
at  the  appropriate  adless  listed  in  the 
appendix  for  the  Office  of  Personnel 
following  the  notices  GSA/HRO-7,  or  to 
the  Director  of  Personnel  at  the  address 
noted  above,  whichever  is  applicable. 
Former  employees  should  direct 
requests  to  gain  access  to  information 
pertaining  to  them  to  the  appropriate 
personnel  officer  at  the  address  listed  in 
the  appendix.  For  identification 
requirements  refer  to  the  agency 
regulations  as  outlined  in  41  CFR 105-64. 

CONTESTING  RECORD  PROCEDURE: 

GSA  rules  for  access  to  records  and 
for  contesting  the  contents  and 
appealing  initial  determination  are 
promulgated  in  41  CFR 105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

The  information  in  this  system  of 
records  is  provided  by  the  individuals  to 
whom  the  records  pertain  or  by  the 
personnel  specialists  who  prepare 
various  records  for  claims. 

GSA/HRO-6  (23-00-0023) 

SYSTEM  NAME: 

Listing  of  Physicians. 

SYSTEM  LOCATION: 

This  system  is  located  in  the 
personnel  offices  of  GSA  at  the 
addresses  listed  in  the  appendix  for  the 
Office  of  Personnel  following  the  notice 
GSA/HRO-7. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Physicians  certified  by  a  board  of 
qualified  medical  officials  established 
by  the  Office  of  Personnel  Management 
and  in  some  cases,  other  physicians 
approved  by  GSA. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Name,  addresses,  and  phone  numbers 
of  the  physicians  included  in  this 
system. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

FPM  Chapter  339. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

To  serve  as  a  referral  source  for  those 
who  are  in  need  of  a  physician  for  a 
fitness  for  duty  examination  or  for  on- 
the-job  inquiries. 


POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

The  records  within  this  system  are 
primarily  on  papers. 

RETRIEV  ability: 

The  records  within  this  system  are 
primarily  retrievable  by  name. 

SAFEGUARDS: 

When  not  in  use  by  an  authorized 
person,  these  records  are  stored  in 
lockable  metal  file  cabinets  or  secured 
rooms. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB.  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2) 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

The  Director  of  Personnel  at  18th  &  F 
Sts.  NW.,  Washington,  D.C.  20405. 
Mailing  address:  General  Services 
Administration  (HP),  Washington,  D.C. 
20405. 

NOTIFICATION  PROCEDURE: 

Individuals  may  obtain  information 
about  whether  they  are  included  in  this 
system  by  contacting  the  persoimel 
office  listed  in  the  appendix  for  the 
Office  of  Personnel  following  the  notice 
GSA/HRO-7. 

RECORD  ACCESS  PROCEDURES: 

Individuals  should  direct  requests  to 
access  records  to  the  personnel  office 
listed  in  the  appendix  for  the  Office  of 
Personnel  following  the  notice  GSA/ 
HRO-7,  which  is  in  their  particular  area. 
For  identification  requirements,  refer  to 
the  agency  regulations  as  outlined  in  41 
CFR  105-64. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records  and 
contesting  the  contents  and  appealing 
initial  determination  are  promulgated  in 
41  CFR  105-64,  published  in  the  Federal 
Register. 

RECORDS  SOURCE  CATEGORIES: 

The  information  in  this  system  of 
records  is  provided  by  the  individual 
themselves  to  either  GSA  or  to  the 
Office  of  Personnel  Management  of 
Public  Health  Service  who  forwarded 
the  information  to  GSA. 

Appendix  GSA/OAD  Addresses  of 
Locations 

Central  Office  ^ 

Central  Office  Personnel  Division 
(HPO),  General  Services 
Administration,  18th  &  F  Streets  NW., 
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Washington,  DC  20405,  Area  Code 
202-566-0040. 

Regional  Offices 

National  Capital  Region  (WBP), 

Regional  Personnel  Office,  General 
Services  Administration,  7th  &  D 
Streets  SW.,  Washington,  DC  20407, 
Area  Code  202-472-1939. 

Region  1 

Regional  Personnel  Office  (IBP), 

General  Services  Administration,  John 
W.  McCormack  Post  Office  and 
Courthouse,  Boston,  MA  02109,  Area 
Code  617-223-2624. 

Region  2 

Regional  Personnel  Office  (2BP), 

General  Services  Administration,  26 
Federal  Plaza,  New  York,  NY  10007, 
Area  Code  212-264-8318. 

Region  3 

Regional  Personnel  Office  (3BP), 

General  Services  Administration,  9th 
and  Market  Sts.  Rm.  4203, 

Philadelphia,  PA  19107,  Area  Code 
215-597-1351. 

Baltimore  Area  Office,  Federal  Building, 
Room  IlOB,  Baltimore,  MD  21201, 

Area  Code  301-962-4357. 

Region  4 

Regional  Personnel  Office  (4BP), 

General  Services  Administration, 
Richard  B.  Russell  Building,  75  Spring 
Street  SW.,  Atlanta,  GA  30303,  Area 
Code  404-221-5127. 

Region  5 

Regional  Personnel  Office  (5BP}, 

General  Services  Administration,  230 
South  Dearborn  Street,  Chicago,  IL 
60604,  Area  Code  312-253-5550. 

Region  6 

Regional  Personnel  Office  (6BP). 

General  Services  Administration,  1500 
E.  Bannister  Road,  Kansas  City,  MO 
64131;  Area  Code  816-926-7206. 

St.  Louis  Area  Office,  9700  Page 
Boulevard,  Overland,  MO  63132,  Area 
Code  314-268-7273. 

Region  7 

Regional  Personnel  Office  (7BP}, 

General  Services  Administration,  819 
Taylor  Street,  Fort  Worth,  TX  76102, 
Area  Code  817-334-2366. 

Region  8 

Regional  Personnel  Office  (8BP), 

General  Services  Administration, 
Denver,  CO  80225,  Area  Code  303- 
234-2346. 

Region  9 

Regional  Personnel  Office  {9BP), 

General  Services  Administration,  525 


Market  Street,  San  Francisco,  CA 
94105,  Area  Code  415-556-6527, 

Region  10 

Regional  Personnel  Office  (lOBP), 

General  Services  Administration, 

GSA  Center,  Auburn,  WA  98002,  Area 
Code  206-833-5212, 

GSA/HRO-7  (23-00-0027) 

SYSTEM  NAME: 

Motor  Vehicle  Operator  Applications. 

SYSTEM  location: 

This  system  of  records  is  maintained 
in  the  personnel  offices  of  GSA  at  the 
addresses  listed  in  the  appendix  for  the 
Office  of  Personnel  following  this  notice 
and  in  the  offices  of  all  designated 
officials  who  require  such  forms  prior  to 
issuing  a  U.S.  Government  Motor 
Vehicle  Operator’s  Identification  Card. 

CATEGORIES  OF  INOIVIOUALS  COVERED  BY  THE 
SYSTEM: 

All  employees  who  require  the 
issuance  of  a  motor  vehicle  operators 
license. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

1.  SF  47,  Physical  Fitness  Inquiry  for 
Motor  Vehicle  Operators. 

2.  SF  78,  Certificate  of  Medical 
Examination. 

3.  GSA  1293,  Application  for  Motor 
Vehicle  Operator’s  Identification  Card 
(SF46). 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

40  U.S.C.  491 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

a.  To  assess  the  ability  of  an 
employee  to  safely  operate  a 
Government  motor  vehicle  and  to 
determine  the  issuance  of  a  government 
drivers  license  (SF  46). 

b.  To  disclose  pertinent  information  to 
the  appropriate  Federal,  State,  or  local 
agency  responsible  for  investigating, 
prosecuting,  enforcing,  or  implementing 
a  statute,  rule,  regulation,  or  order, 
where  the  General  Services 
Administration  (GSA)  becomes  aware 
of  an  indication  of  a  violation  or 
potential  violation  of  civil  or  criminal 
law  or  regulation. 

c.  To  provide  information  to  a 
Member  of  Congress  or  to  a 
congressional  staff  member  from  the 
records  of  an  individual  in  response  to 
an  inquiry  from  that  congressional  office 
made  at  the  request  of  that  individual. 

d.  To  disclose  information  to  another 
Federal  agency  or  to  a  court  when  the 
Government  is  party  to  a  judicial 
proceeding  before  the  court. 


e.  To  disclose  information  to  a  Federal 
agency,  in  response  to  its  request,  is 
connection  with  the  hiring  or  retention 
of  an  employee,  the  issuance  of  a 
security  clearance,  the  conducting  of  a 
security  or  suitability  investigation  of  an 
individual,  the  classifying  of  a  job,  the 
letting  of  a  contract,  or  the  issuance  of  a 
license,  grant,  or  other  benefit  by  the 
requesting  agency,  to  the  extent  that  the 
information  is  relevant  and  necessary  to 
the  requesting  agency’s  decision  of  the 
matter. 

f.  By  the  Office  of  Personnel 
Management  in  the  production  of 
summary  descriptive  statistics  in 
support  of  the  function  for  which  the 
records  are  collected  and  maintained,  or 
for  related  work  force  studies.  While 
published  statistics  and  studies  do  not 
contain  individual  identifiers,  in  some 
instances  the  selection  of  elements  of 
data  included  in  the  study  may  be 
structured  in  such  a  way  as  to  make  the 
data  individually  identifiable  by 
inference. 

g.  To  disclose  information  to  the 
Office  of  Management  and  Budget  in 
connection  with  the  review  of  private 
relief  legislation  at  any  stage  of  the 
legislative  coordination  and  clearance 
process. 

h.  to  disclose  information  to  officials 
of  the  Merit  Systems  Protection  Board, 
including  the  Office  of  Special  Counsel; 
the  Federal  Labor  Relations  Authority 
and  its  General  Counsel;  or  the  Equal 
Employment  Opportunity  Commission 
when  requested  in  performance  of  their 
authorized  duties. 

i.  To  an  authorized  appeal  or 
grievance  examiner,  formal  complaints 
examiner,  equal  employment 
opportunity  investigator,  arbitrator,  or 
other  duly  authorized  official  engaged  in 
investigation  or  settlement  of  a 
grievance,  complaint,  or  appeal  Hied  by 
an  employee. 

j.  To  the  Office  of  Personnel 
Management  in  accordance  with  the 
agency’s  responsibility  for  evaluation  of 
Federal  personnel  management. 

k.  To  the  extent  that  official  personnel 
records  in  the  custody  of  GSA  are 
covered  within  systems  of  records 
published  by  the  Office  of  Personnel 
Management  as  Government-wide 
system,  they  will  be  considered  as  a 
part  of  that  Government-wide  system. 
Other  official  personnel  records  covered 
by  notices  published  by  GSA  and 
considered  to  be  separate  systems  of 
records  may  be  transferred  to  the  Office 
of  Personnel  Management  in  accordance 
with  official  personnel  programs  and 
activities  as  a  routine  use. 

l.  To  an  expert,  consultant,  or  a 
contractor  of  GSA  to  the  extent 
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necessary  to  further  the  performance  of 
a  Federal  duty. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper. 

retrievabiuty: 

Name. 

SAFEGUARDS: 

When  not  in  use  by  an  authorized 
person,  these  records  are  stored  in 
lockable  metal  file  cabinest  or  in 
secured  rooms. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

fhe  Director  of  Personnel  at  18th  &  F 
Sts.  NW.,  Washington,  DC  20405. 

NOTIFICATION  PROCEDURE: 

Current  employees  may  obtain 
information  about  whether  they  ar  a 
part  of  this  system  of  records  i^m  the 
designated  official  or  from  their 
personnel  officer  at  the  appropriate 
address  listed  in  the  appendix  for  the 
Office  of  Personnel  following  this  notice 
or  from  the  Director  of  Personnel  at  the 
address  noted  above,  whichever  is 
applicable.  Former  employees  may 
obtain  information  from  the  personnel 
officer  at  the  addressed  listed  in  the 
appendix. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  current  employees  to 
gain  access  to  information  pertaining  to 
them  should  be  directed  to  the 
designated  official  or  to  their  personnel 
officer  at  the  appropriate  address  listed 
in  the  appendix  for  the  Office  of 
Personnel  following  this  notice  or  to  the 
Director  of  Personnel  at  the  address 
noted  above,  whichever  is  applicable. 
Former  employees  should  direct 
requests  to  the  appropriate  personnel 
officer  at  the  address  listed  in  the 
appendix.  For  identification 
requirements  refer  to  the  agency 
regulations  as  outlined  in  41  CFR 105-64. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  systems  of 
records,  contesting  the  contents  of  a 
system  of  record,  and  appealing  initial 
determinations  are  promulgated  in  41 
CFR  105-64,  published  in  the  Federal 
Register. 

RECORD  SOURCE  CATEGORIES: 

The  employee,  designated  officials, 
and  physicians. 


GSA/HRO-8  (23-00-0026) 

SYSTEM  name: 

Credentials,  Passes,  and  Licenses. 

SYSTEM  location: 

This  system  of  records  is  maintained 
by  the  Director  of  Administrative 
Services,  18th  &  F  Sts.  NW., 

Washington,  DC  and  by  the  regional 
Administrative  Services  Divisions  as 
listed  in  the  appendix  following  notice 
GSA/HRO-9. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

All  employees  whose  assigned 
responsibilities  require  the  issuance  of 
credentials  for  identification  and 
security  purposes. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

1.  GSA  Form  15,  Weekend  and 
Holiday  Pass  (Various  personal 
characteristics). 

2.  GSA  Form  22,  Employee 
Identification  Credential-Regional 
(Photo,  name,  birth  date.  Social  Security 
Number  (SSN),  description  of  individual, 
issuance  date,  serial  number,  employee 
signature,  and  issuing  official). 

3.  GSA  Form  47,  Physical  Fitness 
Inquiry  for  Motor  Vehicle  Operators 
(Name,  date  of  birth,  title  of  position, 
home  address,  agency,  medical  inquiry, 
applicant's  signature,  date,  signature  of 
designated  official,  date). 

4.  GSA  Form  48,  Request  for  and 
Record  of  Credential  or  Pass  (Name, 
description  of  individual,  and  place  of 
employment). 

5.  GSA  Form  208,  Employee 
Identification  Card  (Name,  service,  and 
date  of  issuance). 

6.  GSA  Form  277,  Employee 
Identihcation  and  Authorization 
Credential-General  (Photo,  signature  of 
bearer,  name  of  employee,  signature  of 
issuing  official,  date  issued, 
identification  serial  number,  SSN,  and 
date  of  birth). 

7.  GSA  Form  1293,  Application  for 
Motor  Vehicle  Operator's  identification 
Card  (SF  46)  (Name,  organization,  type 
of  SF  46  applied  for,  previously  issued 
SF  46  by  GSA,  mailing  address,  type  of 
vehicle,  personal  data  and  driving 
record,  applicant's  signature  and  date, 
physical  fitness  certification  by 
signature  of  certifying  official, 
certification  of  eligibility  by  signature  of 
certifying  official). 

8.  GSA  Form  1315,  Civil  Defense 
Identification  Card  Data  (Name, 
address,  and  personal  characteristics). 

9.  SF  138,  Civil  Defense  Identification 
Card  (Name,  service,  and  ID  number). 

10.  OF  7,  I^perty  Pass  (Name, 
building,  description  of  property, 
agency,  and  effective  date). 


11.  OF  55,  U.S.  Government 
Identification. 

12.  GSA  Form  2941,  Parking 
application  (Name,  address,  agency, 
correspondence  symbol,  office 
telephone  number,  and  length  of 
service). 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM*. 

The  Federal  Property  and 
Administrative  Services  Act  of  1949  (63 
Stat.  377)  as  amended. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

a.  To  facilitate  the  issuance  and 
control  of  cards,  parking  permits, 
building  passes,  drivers  licenses,  and 
similar  credentials. 

b.  To  disclose  pertinent  information  to 
the  appropriate  Federal.  State  or  local 
agency  responsible  for  investigating, 
prosecuting,  enforcing,  or  implementing 
a  statute,  rule,  regulation,  or  order, 
where  the  General  Services 
Administration  (GSA)  becomes  aware 
of  an  indication  of  a  violation  or 
potential  violation  of  civil  or  criminal 
law  or  regulation. 

c.  To  provide  information  to  a 
Member  of  Congress  or  to  a 
congressional  staff  member  from  the 
records  of  an  individual  in  response  to 
an  inquiry  fi'om  that  congressional  office 
made  at  the  request  of  that  individual. 

d.  To  disclose  information  to  another 
Federal  agency  or  to  a  court  when  the 
C^ovemment  is  party  to  a  judicial 
proceeding  before  the  coii^. 

e.  To  disclose  information  to  a  Federal 
agency,  in  response  to  its  requests,  in 
connection  with  the  hiring  or  retention 
of  an  employee,  the  issuance  of  a 
security  clearance,  the  conducting  of  a 
security  or  suitability  investigation  of  an 
individual,  the  classifying  of  a  job,  the 
letting  of  a  contract,  or  the  issuance  of 
license,  grant,  or  other  benefit  by  the 
requesting  agency,  to  the  extent  that  the 
information  is  relevant  and  necessary  to 
the  requesting  agency's  decision  on  the 
matter. 

f.  By  the  Office  of  Personnel 
Management  in  the  production  of 
summary  descriptive  statistics  in 
support  of  the  function  for  which  the 
records  are  collected  and  maintained,  or 
for  related  work  force  studies.  While 
published  statistics  and  studies  do  not 
contain  individual  identifiers,  in  some 
instances  the  selection  of  elements  of 
data  included  in  the  study  may  be 
structed  in  such  a  way  as  to  make  the 
data  individually  identifiable  by 
influence. 

g.  To  disclose  information  to  the 
Office  of  Management  and  Budget  in 
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connection  with  the  review  of  private 
relief  legislation  as  set  forth  in  OMB 
Circular  No.  A-19  at  any  stage  of  the 
legislative  coordination  and  clearance 
process  as  set  forth  in  the  circular. 

h.  To  disclose  information  to  officials 
of  the  Merit  Systems  Protection  Board, 
including  the  Office  of  Special  Counsel; 
the  Federal  Labor  Relations  Authority 
and  its  General  Counsel;  or  the  Equal 
Employment  Opportunity  Commission 
when  requested  in  performance  of  their 
authorized  duties. 

i.  To  an  authorized  appeal  or 
grievance  examiner,  formal  complaints 
examiner,  equal  employment 
opportunity  investigator,  arbitrator,  or 
other  duly  authorized  official  engaged  in 
investigation  or  settlement  of  a 
grievance,  complaint,  or  appeal  filed  by 
an  employee. 

j.  To  the  Office  of  Personnel 
Management  in  accordance  with  the 
agency's  responsibility  for  evaluation  of 
Federal  personnel  management. 

k.  To  the  extent  that  official  personnel 
records  in  the  custody  of  GSA  are 
covered  within  systems  or  records 
published  by  the  Office  of  Personnel 
Management  as  Government-wide 
records,  they  will  be  considered  as  a 
part  of  that  Government-wide  system. 
Other  official  personnel  records  covered 
by  notices,  published  by  GSA  and 
considered  to  be  separate  systems  of 
records  may  be  transferred  to  the  Office 
of  Personnel  Management  in  accordance 
with  official  personnel  programs  and 
activities  as  a  routine  use. 

m.  To  an  expert,  consultant,  or  a 
contractor  of  GSA  to  the  extent 
necessary  to  further  the  performance  of 
a  Federal  duty. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  forms. 

retrievabiuty: 

Name. 

SAFEGUARDS: 

When  not  in  use  by  an  authorized 
person,  these  records  will  be  stored  in 
lockable  metal  file  cabinets  or  in 
secured  areas. 

RETENTION  ANO  DISPOSAL! 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

The  official  responsible  for  this 
system  is  the  Director  of  Administrative 
Services,  18th  &  F  Sts.  NW., 


Washington,  DC  20405.  Since  this  is  a 
geographically  dispersed  system,  . 
individuals  may  gain  access  to  it  by 
contacting  the  officials  at  locations  as 
listed  in  the  appendix  following  notice 
GSA/HRO-9. 

NOTIFICATION  PROCEDURE: 

The  address  of  the  agency  offices  to 
which  inquires  should  be  addressed  and 
addresses  of  locations  at  which  the 
individual  may  present  a  request  as  to 
whether  a  system  contains  records 
pertaining  to  himself  or  herself  is  the 
same  as  that  shown  in  the  appendix 
following  notice  GSA/HRO-9. 
Individuals  should  provide  name,  social 
security  number,  period  of  employent, 
and  position  held  to  assist  the  office  in 
locating  the  record. 

RECOim  ACCESS  PROCEDURES: 

An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to 
an  contesting  records  form  the  Director, 
Office  of  Administrative  Services,  or 
Regional  Director,  Administrative 
Services  Division,  as  shown  in  the 
appendix  following  notice  GSA/HRO-9. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of 
system  of  record,  and  appealing  initial 
determination  are  promulgated  in  41 
CFR 105-64,  published  in  the  Federal 
Register. 

RECORD  SOURCE  CATEGORIES: 

Information  is  provided  by  employee 
being  issued  credential  and  issuing 
official. 

GSA/HRO-9  (23-00-6104) 

SYSTEM  NAME: 

Emergency  Notification  Rosters  and 
Files. 

SYSTEM  LOCATION: 

This  system  of  records  is  maintained 
in  the  Office  of  Administrative  Services, 
18th  &  F  Sts.  NW.,  Washington,  DC  and 
in  the  regional  Administrative  Services 
Divisions  listed  in  the  appendix 
following  this  notice.  In  addition, 
subsidiary  records  are  maintained  by 
the  Central  Office  and  regional  offices 
W'hich  have  provided  input  into  this 
system  of  records. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

GSA  officials  at  division  director  level 
and  above,  and  GSA  officials  and 
employees  with  emergency  assignments. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  consist  of  GSA  Form  2177, 
Roster  of  GSA  Officials;  employee 
emergency  assignments;  and  essential 


residence  telephone  service.  Information 
includes  name,  office  and  home 
telephone  numbers,  home  address,  title 
and  emergency  assignment. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

The  Federal  Property  and 
Administrative  Services  Act  of  1949,  63 
Stat.  377,  as  amended. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  ANO  THE  PURPOSES  OF  SUCH  USES: 

a.  To  maintain  current  directory 
information  on  key  GSA  regional  office 
officials  or  for  use  by  the  Central  Office 
contact  point  during  weekends, 
holidays,  and  emergencies;  provide 
essential  telephone  service  to  key 
employees  during  emergencies;  and  to 
notify  officials  and  employees  under 
emergency  conditions. 

b.  To  disclose  pertinent  information  to 
the  appropriate  Federal,  State,  or  local 
agency  responsible  for  investigating, 
prosecuting,  enforcing,  or  implementing 
a  statute,  rule,  regulation,  or  order, 
where  the  General  Services 
Administration  (GSA)  becomes  aware 
of  an  indication  of  a  violation  or 
potential  violation  of  civil  or  criminal 
law  or  regulation. 

c.  To  provide  information  to  a 
Member  of  Congress  or  to  a 
congressional  staff  member  from  the 
records  of  an  individual  in  response  to 
an  inquiry  from  that  congressional  office 
made  at  the  request  of  that  individual. 

d.  To  disclose  information  to  another 
Federal  agency  or  to  a  court  when  the 
Government  is  party  to  a  judicial 
proceeding  before  the  court. 

e.  To  disclose  information  to  a  Federal 
agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention 
of  an  employee,  the  issuance  of  a 
security  clearance,  the  conducting  of  a 
security  or  suitability  investigation  of  an 
individual,  the  classifying  of  a  job,  the 
letting  of  a  contract,  or  the  issuance  of  a 
license,  grant,  or  other  benefit  by  the 
requesting  agency,  to  the  extent  that  the 
information  is  relevant  and  necessary  to 
the  requesting  agency’s  decision  on  the 
matter. 

f.  By  the  Office  of  Personnel 
Management  in  the  production  of 
summary  descriptive  statistics  in 
support  of  the  function  for  which  the 
records  are  collected  and  maintained,  or 
for  related  work  force  studies.  While 
published  statistics  and  studies  <lo  not 
contain  individual  identifiers,  in  some 
instances  the  selection  of  elements  of 
data  included  in  the  study  may  be 
structured  in  such  a  way  as  to  make  the 
data  individually  identifiable  by 
inference. 
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g.  To  disclose  information  to  the 
Office  of  Management  and  Budget  in 
connection  with  the  review  of  private 
relief  legislation  at  any  stage  of  the 
legislative  coordination  and  clearance 
process. 

h.  To  disclose,  in  response  to  a 
request  for  discovery  or  for  appearance 
of  a  witness,  information  that  is  relevant 
to  the  subject  matter  involved  in  a 
pending  judicial  or  administrative 
proceeding. 

i.  To  disclose  information  to  officials 
of  the  Merit  Systems  Protection  Board, 
including  the  Office  of  Special  Counsel; 
the  Federal  Labor  Relations  Authority 
and  its  General  Counsel;  or  the  Equal 
Employment  Opportunity  Commission 
when  requested  in  performance  of  their 
authorized  duties. 

j.  To  an  authorized  appeal  or 
grievance  examiner,  formal  complaints 
examiner,  equal  employment 
opportunity  investigator,  arbitrator,  or 
other  duly  authorized  ofhcial  engaged  in 
investigation  or  settlement  of  a 
grievance,  complaint,  or  appeal  filed  by 
an  employee. 

k.  To  the  Office  of  Personnel 
Management  in  accordance  with  the 
agency’s  responsibility  for  evaluation  of 
Federal  personnel  management. 

l.  To  the  extent  that  official  personnel 
records  in  the  custody  of  GSA  are 
covered  within  systems  of  records 
published  by  the  Office  of  Personnel 
Management  as  Government-wide 
records,  they  will  be  considered  as  a 
part  of  that  Government-wide  system. 
Other  o^icial  personnel  records  covered 
by  notices  published  by  GSA  and 
considered  to  be  separate  systems  of 
records  may  be  transferred  to  the  Office 
of  Personnel  Management  in  accordance 
with  official  personnel  programs  and 
activities  as  a  routine  use. 

m.  To  an  expert,  consultant,  or  a 
contractor  of  GSA  to  the  extent 
necessary  to  further  the  performance  of 
a  Federal  duty. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper. 

retrievability: 

Indexed  by  name. 

safeguards: 

When  not  in  use  by  an  authorized 
person,  these  records  will  be  stored  in 
lockable  metal  file  cabinets,  or  in 
secured  areas,  except  for  cascade  lists 
which  are  kept  in  the  possession  of  each 
applicable  individual.  ^ 


RETENTION  AND  DISPOSAU 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
{OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

The  official  with  overall  responsbility 
for  the  system  of  records  is  the  Director 
of  Administrative  Services,  18th  &  F  Sts., 
NW.,  Washington,  DC  20405.  Officials 
responsibile  for  the  regional  system  of 
records  are  the  applicable  regional 
directors  as  shown  in  the  appendix 
following  this  notice. 

NOTIFICATION  PROCEDURE: 

Employees  may  obtain  information  as 
to  whether  they  are  part  of  this  system 
of  records  from  the  Director  of 
Administrative  Services  or  the 
applicable  regional  director  as  shown  in 
the  appendix  following  this  notice. 

RECORD  ACCESS  PROCEDURES: 

An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to 
records  from  the  Director  of 
Administrative  Services  or  the 
applicable  regional  director  listed  in  the 
appendix  following  this  notice. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  system  of 
records,  contesting  the  contents  of  a 
system  of  record  and  appealing  initial 
determinations  are  promulgated  in  41 
CFR 105-64,  published  in  the  Federal 
Register. 

RECORD  SOURCE  CATEGORIES: 

Information  is  provided  by  subject 
individuals,  their  supervisors,  or  the 
applicable  service  and  staff  office. 

GSA/HRO-10 

SYSTEM  NAME: 

Grievance  Records. 

SYSTEM  location: 

These  records  are  located  in  the 
personnel  offices  of  GSA  at  the  location 
listed  in  the  appendix  following  the 
notice  GSA/HRO-6  or  designated 
offices  in  GSA  in  which  the  grievances 
were  filed. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSl'EM: 

Current  or  former  employees  who 
have  submitted  grievances  with  GSA  in 
accordance  with  part  771  of  the  Office  of 
Personnel  Management  (OPM) 
Regulations  (5  CFR  771)  or  a  negotiated 
procedure. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

The  system  contains  records  relating 
to  grievances  filed  by  agency  employees 
under  part  771  of  the  OPM  regulations. 


These  case  files  contain  all  documents 
related  to  the  grievance  including 
statements  of  witnesses,  reports  of 
interviews  and  hearings,  examiner’s 
findings  and  recommendations,  a  copy 
of  the  original  and  final  decision,  and  ' 
related  correspondence  and  exhibits. 

This  system  includes  files  and  records  of 
internal  grievance  and  arbitration 
systems  that  are  established  through 
negotiations  with  recognized  labor 
organizations. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

5  U.S.C.  1302,  3301,  and  3302;  E.O.. 
10577;  3  CFR  1954-1958  Comp.,  p218; 

E.0. 10987;  3  CFR  1959-1963  Comp., 
p519. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

a.  To  disclose  pertinent  information  to 
the  appropriate  Federal,  State,  or  local 
agency  responsible  for  investigating, 
proscuting,  enforcing,  or  implementing  a 
statute,  rule,  regulation,  or  order,  where 
the  disclosing  agency  becomes  aware  of 
an  indication  of  a  violation  or  potential 
violation  of  civil  or  criminal  law  or 
regulation. 

b.  To  disclose  information  to  any 
source  fi'om  which  additional 
information  is  requested  in  the  course  of 
processing  a  grievance,  to  the  extent 
necessary  to  identify  the  individual, 
inform  the  source  of  the  purposes(s)  of 
the  request,  and  identify  the  type  of 
information  requested. 

c.  To  disclose  information  to  a  Federal 
agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention 
of  an  employee,  the  issuance  of  a 
security  clearance,  the  conducting  of  a 
security  of  suitability  investigation  of  an 
individual,  the  classifying  of  jobs,  the 
letting  of  a  contract,  or  the  issuance  of  a 
license,  grant,  or  other  benefit  by  the 
requesting  agency,  to  the  extent  that  the 
information  is  relevant  and  necessary  to 
requesting  the  agency’s  decision  on  the 
matter. 

d.  To  provide  information  to  a 
congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry 
from  that  congressional  ofiice  made  at 
the  request  of  that  individual. 

e.  To  disclose  information  to  another 
Federal  agency  or  to  a  court  when  the 
Government  is  party  to  a  judicial 
proceeding  before  the  court. 

f.  By  GSA  or  the  Office  of  Personnel 
Management  in  the  production  of 
summary  description  statistics  and 
analytical  studies  in  support  of  the 
function  for  which  the  records  are 
collected  and  maintained,  or  for  related 
work  force  studies.  While  published 
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statistics  and  studies  do  not  contain 
individual  identifiers,  in  some  instances 
the  selection  of  elements  of  data 
included  in  the  study  may  be  structured 
in  such  a  way  as  to  make  the  data 
individually  identifiable  by  inference. 

g.  To  disclose  information  to  officials 
of  the  Merit  Systems  Protection  Board, 
including  the  Office  of  the  Special 
Counsel;  the  Federal  Labor  Relations 
Authority  and  its  General  Counsel,  or 
the  Equal  Employment  Opportunity 
Commission  when  requested  in 
performance  of  their  authorized  duties. 

h.  To  disclose,  in  response  to  a 
request  for  discovery  or  for  appearance 
of  a  witness,  information  that  is  relevant 
to  the  subject  matter  involved  in  a 
pending  judicial  or  administrative 
proceeding. 

i.  To  provide  information  to  officials 
of  labor  organizations  reorganized  under 
the  Civil  Service  Reform  Act  when 
relevant  and  necessary  to  their  duties  of 
exclusive  representation  concerning 
personnel  policies,  practices,  and 
matters  affecting  work  conditions. 

j.  To  an  expert,  a  consultant,  or  a 
contractor  of  GSA  to  the  extent 
necessary  to  further  the  performance  of 
a  Federal  duty. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

These  records  are  maintained  in  file 
folders. 

RETRIEVABILITY 

These  records  are  retrieved  by  the 
names  of  the  individuals  on  whom  they 
are  maintained. 

safeguards: 

These  records  are  maintained  in 
lockable  metal  filing  cabinets  to  which 
only  authorized  personnel  have  access. 

RETENTION  AND  DISPOSAL: 

These  records  are  disposed  of  3  years 
after  closing  of  the  case.  Disposal  is  by 
shredding  or  burning. 

SYSTEM  MANAGER<S)  ANO  ADDRESS: 

The  Director  of  Personnel.  18th  and  P 
Streets  NW.,  Washington,  DC  20405. 
Mailing  address:  General  Services 
Administration  (HP).  Washington.  DC 
20405. 

NOTIFICATION  PROCEDURE: 

It  is  required  that  individuals 
submitting  grievances  be  provided  a 
copy  of  the  record  under  the  grievance 
process.  They  may,  however,  contact  the 
GSA  personnel,  or  other  designated 
office,  where  the  action  was  processed 
regarding  the  existence  of  such  records 
on  them.  They  must  furnish  the 


following  information  for  their  records 
to  be  located  and  identified:  Name,  date 
of  birth,  approximate  date  of  closing  of 
the  case  and  kind  of  action  taken,  and 
the  organization  component  involved. 

RECORDS  ACCESS  PROCEDURES: 

It  is  required  that  individuals 
submitting  grievances  be  provided  a 
copy  of  the  record  under  ffie  grievance 
process.  However,  after  the  action  has 
been  closed,  an  individual  may  request 
access  to  the  official  copy  of  the 
grievance  file  by  contacting  the  GSA 
personnel  or  designated  office  where  the 
action  was  processed.  Individuals  must 
provide  the  following  information  for 
their  records  to  be  located  and 
identified:  Name,  date  of  birth, 
approximate  date  of  closing  of  the  case 
and  kind  of  action  taken,  and 
organization  component  involved. 
Individuals  requesting  access  must  also 
follow  the  GSA  regulations  as  outlined 
in  41  CFR  105-64  regarding  access  to 
records. 

CONTESTINO  RECORD  PROCEDURES: 

Review  of  requests  from  individuals 
seeking  amendment  of  their  records 
which  have  been  the  subject  of  a 
judicial  or  quasi-judicial  action  will  be 
limited  in  scope.  Review  of  amendment 
requests  of  these  records  will  be 
restricted  to  determine  if  the  record 
accurately  documents  the  action  of 
GSA’s  ruling  on  the  case  and  will  not 
include  a  review  of  the  merits  of  the 
action,  determination,  or  finding. 
Individuals  wishing  to  request 
amendment  to  their  records  to  correct 
factual  errors  should  contact  the  GSA 
personnel  or  designated  office  where  the 
grievance  was  processed.  Individuals 
.  must  furnish  the  following  information 
for  their  records  to  be  located  and 
identified:  Name,  date  of  birth, 
approximate  date  of  closing  of  the  case 
and  kind  of  action  taken,  and 
organizational  component  involved. 
Individuals  must  also  follow  the  GSA 
Privacy  Act  regulations  regarding 
amendment  to  records  (ADM  7900.4). 

RECORD  SOURCE  CATEGORIES: 

Information  in  this  system  of  records 
is  provided  by  the  individual  on  whom 
the  record  is  maintained,  by  testimony 
of  witnesses,  by  agency  officials,  and 
from  related  correspondence  from 
organizations  or  persons. 

Appendix  GSA/HRO  Addresses  of 
Locations  of  Administrative  Services 
Divisions 

Central  Office 

Office  of  Administrative  Services  (HR), 

General  Services  Administration,  18th 


and  F  Streets  NW.,  Washington,  DC 
20405. 

Regional  Offices 

Region  1:  Director,  Administrative 
Services  Division  (IBR),  General 
Services  Administration,  McCormack 
Post  Office  and  Courthouse,  Boston, 
MA  02109. 

Region  2:  Director,  Administrative 
Services  Division  (2BR),  General 
Services  Administration,  26  Federal 
Plaza,  New  York,  NY  10007. 

Region  3:  Director.  Administrative 
Services  Division  (3BR),  General 
Services  Administration,  Ninth  and 
Market  Streets,  Philadelphia,  PA 
19107. 

National  Capital  Region:  Director, 
Administrative  Services  Division 
(WBR),  General  Services 
Administration,  7th  and  D  Streets 
SW.,  Washington,  DC  20497. 

Region  4:  Director,  Administrative 
Services  Division  (4BR),  General 
Services  Administration.  Richard  B. 
Russell  Building,  Atlanta,  GA  30303. 
Region  5:  Director,  Administrative 
Services  Division  (5BR),  General 
Services  Administration,  230  South 
Dearborn  Street,  Chicago,  IL  60604. 
Region  6:  Director,  Administrative 
Services  Division  (6BR),  General 
Services  Administration.  1500  E. 
Bannister  Road,  Kansas  City,  MO 
64131. 

Region  7:  Director,  Administrative 
Services  Division  (7BR),  General 
Services  Administration,  819  Taylor 
Street.  Fort  Worth,  TX  76102. 

Region  8:  Director.  Administrative 
Services  Division  (8BR),  General 
Services  Administration,  Denver 
Federal  Center,  Bldg.  41,  Denver,  CO 
80225. 

Region  9:  Director,  Administrative 
Services  Division  (9BR),  General 
Services  Administration,  525  Market 
Street.  San  Francisco,  CA  94105. 
Region  10:  Director,  Administrative 
Services  Division  (lOBR),  General 
Services  Administration,  GSA  Center, 
Auburn,  WA  98002. 

GSA/HRO-37  (23-00-0110) 

SYSTEM  name: 

Security  Staff  Files. 

SECURITY  classification: 

Some  of  the  material  contained  in  the 
system  has  been  classified  in  the 
interests  of  the  national  security 
pursuant  ot  Executive  Order  12065. 

SYSTEM  LOCATION: 

,  The  system  in  the  Office  of  Security 
and  Occupational  Safety  and  Health, 
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Office  of  Human  Resources  and 
Administration,  GS  Building,  18th  and  F 
Sts.  NW.,  Washington,  DC  20405. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Individuals  covered  by  the  system  are 
employees,  applicants  for  employment, 
and  former  employees  of  GSA  and  of 
commissions,  committees,  and  small 
agencies  serviced  by  GSA.  Also 
included  are  historical  researchers, 
experts  or  consultants,  and  employees 
of  contractors  performing  services  under 
GSA  jurisdiction. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Personnel  security  files  contain 
information  such  as  name,  date  and 
place  of  birth,  address,  social  security 
number,  education,  occupation, 
experience,  and  investigatory  material. 
These  records  are  used  as  bases  for 
issuance  of  security  and  ADP 
clearances;  suitability  determinations; 
and  civil,  criminal,  and  administrative 
action.  Information  security  files  contain 
records  of  security  violations  which  may 
include  employees*  names  and  positions. 
These  records  are  used  for 
recommending  administrative  action 
against  employees  found  to  be  in 
violation  of  GSA  document  security 
regulations.  The  assets  protection  files 
contain  survey  and  inspection  reports  of 
all  GSA  owned  or  leased  facilities  and 
may  include  employees’  names  and 
positions.  These  records  are  used  for 
recommending  assets  protection 
measures  and  procedures. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

Executive  Order  10450,  April  27, 1953, 
as  amended;  Executive  Order  12065, 

June  28, 1978;  31  U.S.C.  686;  and  40 
U.S.C.  318(a]  through  (d). 

ROUTINE  USES  FOR  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDINO  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

a.  To  disclose  pertinent  information  to 
the  appropriate  Federal,  State,  or  local 
agency  responsible  for  investigation, 
prosecuting,  enforcing,  or  implementing 
a  statute,  rule,  regulation,  or  order, 
where  the  General  Services 
Administration  (GSA)  becomes  aware 
of  an  indication  of  a  violation  or 
potential  violation  of  civil  or  criminal 
law  or  regulation. 

b.  To  provide  information  to  a 
Member  of  Congress  or  to  a 
congressional  staff  member  from  the 
records  of  an  individual  in  response  to 
an  inquiry  from  that  congressional  office 
made  at  the  request  of  that  individual. 

c.  To  disclose  information  to  another 
Federal  agency  or  to  a  court  when  the 


Government  is  party  to  a  judicial  * 
proceeding  before  tike  court. 

d.  To  disclose  information  to  a 
Federal  agency,  in  response  to  its 
request,  in  connection  with  the  hiring  or 
retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  conducting 
of  a  security  or  suitability  investigation 
of  an  individual,  the  classifying  of  a  job, 
the  letting  of  a  contract,  or  the  issuance 
of  a  license,  grant,  or  other  benefit  by 
the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and 
necessary  to  the  requesting  agency’s 
decision  on  the  matter. 

e.  To  an  expert,  consultant,  or  a 
contractor  of  GSA  to  the  extent 
necessary  to  further  the  performance  of 
a  Federal  duty. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  records  in  card  file  folders. 

retrievabiuty: 

Retrieved  manually  by  name  from 
files  that  are  indexed  alphabetically  and 
filed  numerically  by  location  and 
incident. 

safeguards: 

Records  are  stored  in  locked  alarmed 
vault  type  room  and/or  three-way 
combination  dial  safes  with  access 
limited  to  authorized  personnel. 
Information  is  released  only  to 
authorized  officials  on  a  need-to-know 
basis. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  is  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2).  Records  are  destroyed 
by  burning,  pulping,  or  shredding. 

SYSTEM  MANAGER  AND  ADDRESS: 

The  official  responsible  for  the  system 
is  the  Director,  Office  of  Security  and 
Occupational  Safety  and  Health,  Office 
of  Human  Resources  and  Organization, 
18th  and  F  Streets  NW.,  Washington, 

DC.  Mailing  address:  General  Services 
Administration  (HS),  Washington,  DC 
20405. 

NOTIFICATION  PROCEDURES: 

Inquiries  by  individuals  as  to  whether 
the  system  contains  a  record  pertaining 
to  themselves  should  be  addressed  to 
the  system  manager. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  individuals  for  access 
to  records  should  be  addressed  to  the 
system  manager  and  should  include  full 
name  (maiden  name  where  appropriate), 
address,  and  date  and  place  of  birth. 


Only  general  inquiries  may  be  made  by 
phone. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records  and 
for  contesting  the  contents  and 
appealing  initial  determinations  are 
promulgated  in  41  CFR 105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

Individuals,  employees,  informants, 
law  enforcement  agencies,  other 
Government  agencies,  employees 
references,  co-workers,  neighbors, 
educational  institutions,  and  intelligence 
sources. 

SYSTEM  EXEMPTED  FROM  CERTAIN  PROVISIONS 
OF  THE  ACT. 

.In  accordance  with  5  U.S.C.  552a(k), 
the  personnel  security  case  files  in  this 
system  of  records  are  exempt  from 
subsections  (c)(3):  (d);  (e)(1);  (e)(4)(G), 
(H),  and  (I);  and  (Q  of  the  act. 

GSA/PPFM-1  (23-00-0032) 

SYSTEM  NAME: 

Disbursement  and  accounts  payable 
files. 

SYSTEM  LOCATION: 

The  system  is  located  in  the  (General 
Services  Administration  Central  Office 
service  and  staff  offices  and  other  GSA 
offices  at  the  addresses  listed  in  the 
appendix  following  notice  GSA/PPFM- 
6. 


CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Current  and  former  employees. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

The  system  provides  for  reporting 
each  account’s  status.  Accorffingly, 
records  may  include  but  are  not  limited 
to  name,  address,  telephone  number, 
vendor  identification  number,  and  social 
security  number. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

31  U.S.C.  65  et  seq. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

To  the  extent  necessary  the  records 
are  available  outside  GSA  to  monitor 
and  document  adverse  action 
proceedings,  and  advise  on  credit 
inquiries.  The  routine  use  statements  A, 
D,  and  E,  described  in  the  appendix 
following  the  GSA  notices,  also  apply  to 
this  system  of  records. 
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POLICIES  AND  PRACTICES  POR  STORINQ, 
RETRIEVINO,  ACCESSING,  RETAIMNO,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  records  in  file  folders  and  card 
files. 

retrievabiuty: 

Filed  alphabetically  by  name  or 
identifying  number. 

SAFEGUARDS: 

Stored  in  guarded  buildings  and/or  in 
areas  controlled  by  authorized 
personnel. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2) 

SYSTEM  MANAOER(S)  AND  ADDRESS: 

Chief,  Financial  Systems  Branch, 
Communications  and  ADP  Accounting 
Division,  General  Services 
Administration,  18th  &  F  Sts.  NW., 
Washington,  DC  20405.  Mailing  address; 
General  Services  Administrations 
(BCNP),  Washington,  DC  20405. 

NOTIFICATION  PROCEDURES: 

Individuals  may  obtain  information 
about  whether  they  are  part  of  this 
system  of  records  from  the  Bnance  office 
at  the  appropriate  address  listed  in  the 
appendix  following  the  notice  GSA/ 
PPFM-6  or  the  Chief,  Financial  Systems 
Branch,  at  the  above  address. 

RECORD  ACCESS  PROCEDURE: 

Request  to  access  records  should  be 
directed  to  the  finance  officer  at  the 
appropriate  address  listed  in  the 
appendix  following  notice  GSA/PPFM- 
6.  Inquiries  should  provide  full  name, 
social  security  number,  vendor  number, 
address,  and  telephone  number  and 
appropriate  dates  and  transactions 
giving  rise  to  the  record.  For 
identification  requirements,  refer  to  the 
agency  regulations  as  outlined  in  41  CFR 
105-64. 

CONTESTING  RECORD  PROCEDURE: 

GSA  rules  for  access  to  records  and 
for  contesting  the  contents  and 
appealing  the  initial  determinations  are 
promulgated  in  41  CFR  105-64  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

The  individuals  themselves, 
employees,  other  agencies,  management 
officials,  and  non-Federal  sources  such 
as  private  firms. 

GSA/PPFM-2  (23-00-0033) 

SYSTEM  NAME: 

Accounts  receivable  claims  files. 


SYSTEM  LOCATION: 

The  system  is  located  in  the  C^neral 
Services  Administration  Central  Office 
service  and  staff  offices  and  other  GSA 
offices  at  the  addresses  listed  in  the 
appendix  following  notice  GSA/PPFM- 
6. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Ciurent  and  former  employees. 

♦ 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

The  system  provides  for  reporting 
each  account’s  status.  Accordingly, 
records  may  include  but  are  not  limited 
to  name,  address,  telephone  number, 
vendor  identification  number  and  social 
security  number. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

21  U.S.C.  65  et  seq. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

To  the  extent  necessary  the  records 
are  vailable  outside  GSA  to  monitor  and 
document  adverse  action  proceedings, 
and  advise  on  credit  inquiries.  The 
routine  use  statements  A,  D,  and  E, 
described  in  the  appendix  following  the 
GSA  notices,  also  apply  to  this  system 
of  records. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  records  in  file  folders  and  card 
files  and  magnetic  tape  files. 

retrievabiuty: 

Filed  alphabetically  by  name  or 
identifying  number. 

SAFEGUARDS: 

Stored  in  guarded  buildings  and/or  in 
areas  controlled  by  authorized 
personnel. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

Chief,  Financial  systems  Branch, 
Communications  and  ADP  Accounting 
Division,  General  Services 
Administration,  18th  &  F  Sts.  NW., 
Washington,  DC  20405.  Mailing  address: 
General  Services  Administration 
(BCNP),  Washington,  DC  20405. 

NOTIFICATION  PROCEDURE: 

Individuals  may  obtain  information 
about  whether  they  are  part  of  this 
system  of  records  from  the  finance  office 


at  the  appropriate  address  listed  in  the 
appendix  following  notice  GSA/PPFM-6 
or  the  Chief,  Financial  Systems  Branch, 
at  the  above  address. 

RECORO  ACCESS  PROCEOURES: 

Request  to  access  records  should  be 
directed  to  the  finance  officer  at  the 
appropriate  address  listed  in  the 
appendix  following  notice  GSA/PPFM- 
6.  Inquiries  should  provide  full  name, 
social  security  number,  vendor  number, 
address,  and  telephone  number  and 
appropriate  dates  and  transactions 
giving  rise  to  the  record.  For 
identification  requirements,  refer  to 
agency  regulations  as  outlined  in  41  CFR 
105-«4. 

CONTESTING  RECORO  PROCEOURES: 

GSA  rules  for  access  to  records  and 
for  contesting  the  contents  and 
appealing  the  initial  determinations  are 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

The  individuals  themselves, 
employees,  other  agencies,  management 
officials,  and  non-Federal  sources  such 
as  private  firms. 

GSA/PPFM-3  (23-00-0034) 

SYSTEM  NAME: 

Travel  System. 

SYSTEM  location: 

This  system  is  located  in  the  General 
Services  Administration  (GSA)  Central 
Office  service  and  staff  offices  and  other 
GSA  offices  at  the  addresses  listed  in 
the  appendix  following  notice  GSA/ 
PPFM-6. 

categories  of  individuals  covered  by  the 
system: 

Individuals  include  employees  and 
former  employees  of  GSA  and  other 
independent  offices  and  commissions, 
such  as  Presidential  commissions, 
serviced  by  GSA  including  those 
persons  other  than  full  time  employees 
authorized  to  travel  on  Government 
business. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

This  system  provides  control  over 
expenditure  of  funds  for  travel  and 
related  expenses.  Therefore,  provisions 
are  made  to  authorize  travel,  provide 
and  account  for  advances,  and  to  pay 
for  travel  costs.  In  this  connection,  the 
system  contains  records  which  may 
include,  but  are  not  limited  to,  name, 
social  security  number,  residence 
address,  dependents  names  and  ages, 
duty  stations,  and  itinerary. 
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AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

5  use  5701-5709. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS,  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  C,  D, 
E,  F,  and  G,  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  ANO 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  records  in  Hie  folders  and  card 
files  and  magnetic  tape  files. 

retrievablility: 

Filed  alphabetically. 

safeguards: 

Stored  in  guarded  buildings  and/or  in 
areas  controlled  by  authorized 
personnel. 

RETENTION  AND  DISPOSAU 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

Chief,  Payroll.  Travel,  and  Property 
Liaison  Branch,  General  Services 
Administration,  18th  &  F  Sts.  NW., 
Washington,  DC  20405.  Mailing  address: 
General  Services  Administration 
(BCAP),  Washington,  DC  20405. 

NOTIFICATION  PROCEDURES: 

Current  employees  may  obtain 
information  about  whether  they  are  a 
part  of  this  system  of  records  &om  their 
supervisor  or  finance  office  at  the 
appropriate  address  listed  in  the 
appendix  or  fi’om  the  Chief,  Payroll, 
Travel,  and  Property  Accounting  Liaison 
Branch,  at  the  above  address,  whichever 
is  applicable.  Former  employees  may 
obtain  information  fitim  the  finance 
office  at  the  appropriate  address  listed 
in  the  appendix  following  notice  GSA/ 
PPFM-6. 

RECORD  ACCESS  PROCEDURES: 

Requests  to  access  records  from 
current  employees  should  be  directed  to 
the  employee's  supervisor,  the 
appropriate  regional  finance  offices,  or 
to  the  Chief,  Payroll,  Travel,  and 
Property  Accounting  Liaison  Branch,  at 
the  address  listed  in  the  appendix 
following  GSA/PPFM-8.  Former 
employees  should  direct  requests  to 
access  records  to  the  appropriate 
regional  finance  officer  or  the  the  Chief, 
Payroll,  Travel,  and  Property 
Accounting  Liaison  Branch,  at  the 


address  listed  in  the  appendix  following 
notice  GSA/PPFM-6.  For  written 
request,  former  employees  should 
provide  full  name,  social  security 
number,  address,  and  telephone  number, 
and  approximate  dates  and  places  of 
emplo5naient  For  identification 
requirements,  refer  to  the  agency 
regulations  as  outlined  in  41  CFR  105-64. 

CONTESTING  RECORD  PROCEDURES: 

GSA  Rules  for  access  to  records  and 
for  contesting  the  contents  and 
appealing  initial  determinations  are 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

The  individuals  themselves,  other 
employees,  supervisors,  other  agencies, 
management  officials,  and  non-Federal 
sources  such  as  private  firms. 

GSA/PPFMM  (23-00-0035) 

system  name: 

Manpower  and  Payroll  Statistics 
System  (MAPS). 

SYSTEM  location: 

The  system  is  located  in  the  General 
Services  Administration  Central  Office 
service  and  staff  offices  and  other  GSA 
offices  at  the  addresses  listed  in  the 
appendix  following  notice  GSA/PPFM- 
6. 


CATEGORIES  OF  MOIVIDUALS  COVERED  BY  THE 

system: 

Individuals  include  employees  and 
former  employees  of  the  C^neral 
Services  Administration  including  those 
persons  in  intern,  youth  employment, 
and  work  study  programs. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

The  Manpower  and  Payroll  Statistic 
System  (MAPS)  is  a  comprehensive 
computerized  payroll  and  personnel 
statistics  information  system  with  the 
dual  purposes  of  paying  employees 
salaries  and  providing  for  related 
accounting  and  statistical  reporting. 
Thus,  MAPS  achieves  multiple  benefits 
from  each  data  element  introduced  into 
the  system  which  is  patently  designed  to 
meet  payToll  and  personnel  statistics 
needs  of  ail  t3q)es  and  sizes  of 
Government  departments,  agencies, 
bureaus  and  commissions.  To 
accomplish  the  above,  MAPS  can  and 
does  provide  a  number  of  outputs  to  the 
payroll  office  such  as  a  comprehensive 
payroll,  detail  accounting  distribution  of 
costs,  annual — ^LWOP — sick  leave  data 
reports  summary,  an  employee’s 
statement  of  earnings  deductions  and 
leave  every  payday  for  each  employee. 
State  and  city  unemployment 
compensation  report,  quarterly  Federal 


and  State  tax  report.  W-2  wage  and  tax 
statements,  and  produces  reports  of 
withholdings  and  contributions. 

For  the  personnel  office,  MAPS 
produces  reports  such  as  organization 
roster,  classification  survey  lists, 
retention  register,  retirement  lists,  report 
of  the  Fede^  civilian  employment 
personnel  change  listing,  length  of 
service  and  awards  lists,  and  listing  of 
within  grade  increases. 

Records  consist  of  information 
accumulated  by  operating  officials  as 
well  as  personnel  and  finance  officials 
in  administering  payroll  and  personnel 
matters  for  or  about  employees.  In 
addition  the  system  contains  data 
necessary  to  perform  detail  accounting 
distributions  and  to  automatically 
provide  for  such  tasks  as  mailing  checks 
and  bonds,  and  preparing  and  mailing 
tax  returns  and  reports.  Acctmlingly  the 
system  contains  a  large  number  of 
records  which  may  include,  but  are  not 
limited  to,  name,  social  security  number, 
date  of  birth,  sex,  region  and  agency, 
veterans  preference,  tenure  group, 
service  computation  date,  physi^ 
handicap,  agency  transferred  to  (former 
employee),  position  title,  position 
classification  number,  supervisory  code, 
organization  location,  geographic 
location — State  or  continent  geographic 
location — city,  geographic  location — 
county  or  coimtry,  type  of  appointment 
occupation  code,  pay  plan,  grade,  step, 
annual  salary-table,  hourly  saltiry, 
second  shift  differential-rate,  third  shift 
differential  rate,  post  differential, 
quarters  allowance,  cost  of  living 
allowance,  hazardous  duty  allowance, 
within-grade  beginning  date,  days 
worked  since  last  step  increase,  date  of 
next  within-grade  eligibility,  within- 
grade  withheld  date,  full-time/part-time 
intermittent  code,  pay  rate  determinate, 
employment  limits — expiration  date, 
employment  limits — total  hours, 
employment  limits — balance  of  hours, 
employment  limits — total  salary, 
employment  limits — balance  of  salary, 
Government  life  insurance  code,  t3q)e  of 
retirement  status  code,  normal  hours, 
accounting  distribution  fund  code 
(designates  specific  appropriation  or 
revolving  fund  to  be  charged), 
accounting  distribution  allotment  or 
general  ledger  account,  accounting 
distribution  location  facility,  accounting 
distribution  craft  code,  accounting 
distribution  object  class,  wage  board 
shift  differentials,  sick  leave  award,  in- 
out  of  DC.,  retirement  annuity,  date  of 
last  past  period,  State  tax  code.  State 
tax  exemptions.  Federal  tax  exemptions. 
Federal  tax  marital  status/options  or 
additional  withholdings.  Federal 
employee  health  benefits  plan  number. 
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Federal  health  beneHta  employee  share 
of  costs,  balance  of  terminal  leave 
repayment,  per  pay  period  terminal 
leave  repayment,  balance  of  Internal 
Revenue  levy,  per  pay  period  Internal 
Revenue  levy,  union  codes  and  dues, 
charity  codes  and  amounts,  other 
deduction  code  and  amount,  residence 
code,  shift  code,  severance  pay — total 
entitled  and  unpaid  balance,  check  mail 
code,  premium  pay  percent  code, 
savings  allotments  deductions  amounts, 
constant  for  deducting  regular 
Government  life  insurance,  wage  board 
schedule  number,  days  worked  calendar 
year-to-date,  review  date — detail, 
review  date — temporary  promotion, 
review  date — temporary  position, 
position  occupied,  promotion  exception, 
U.S.  citizenship.  Federal  employees 
health  benefits  Government  share  of 
costs,  competitive  service  level, 
permanent  from  date,  entered  on  duty 
date,  date  entered  present  grade, 
probationary  period  beginning  date, 
educational  level,  degree — ^year  and 
academic  discipline,  city  tax  code,  city 
tax  deduction,  city  tax  deduction 
calendar  year-to-date,  military  retired 
pay  grade,  military  service  retired  from, 
military  retirement  date,  calendar  year- 
to-date  (cytd)  base  salary,  cytd  night 
differential,  cytd  post  differential,  cytd 
holiday  pay,  cytd  Sunday  premium  pay. 
cytd  post  (fifferential,  cytd  quarters 
allowance,  cytd  cost  of  living,  cytd 
awards,  cytd  education  allowance,  cytd 
terminal  leave,  cytd  other  earnings,  cytd 
gross  pay.  cytd  retirement,  cytd  Federal 
tax,  cytd  savings  bond,  cytd  FICA 
deduction,  cytd  FICA  gross,  cytd 
Internal  Revenue  levy,  cytd  leave 
repayment,  cytd  union  dues,  cytd  charity 
deductions,  cytd  savings  allotments, 
cytd  health  insurance — employee  share 
and  Government  share,  cytd  State  taxes, 
cytd  Government  life  insurance 
employee  deduction  and  Government 
deduction,  cytd  other  deduction,  cytd 
net  pay,  cytd  severance  pay,  leave 
category,  annual  leave  (AL)  ceiling,  AL 
carry-over,  AL  credited,  AL  used  year- 
to-date  (ytd),  AL  credit  balance,  AL 
earned  ytd,  AL  earned  balance,  sick 
leave  (SL)  carry-over,  SL  credited  ytd, 

SL  used  ytd,  SL  balance,  compensatory 
leave  (CL)  earned  ytd,  CL  used  ytd,  CL 
balance,  leave  without  pay  (LWOP) 
used  ytd,  LWOP  used  since  date  shown 
for  last  step  increase,  LWOP  carryover, 
absent  without  authorized  leave 
(AWOL)  used  ytd,  AWOL  used  sines' 
last  step  increase,  military  leave  (ML) 
ytd,  court  leave  ytd,  other  leave  ytd,  net 
terminal  leave  hours,  ML  used  prior 
year,  bond  denomination,  bond 
deduction,  bond  accumulated  balance, 
bond  direct  mail  code,  bond  designee 


number  (refers  to  an  individual),  bond 
designee  counter  (shows  which  designee 
is  to  appear  on  next  bond  issued),  bond 
issue  date,  Mr. — ^Mrs.  Miss  code,  bond 
owner  name  (may  be  employee  or 
another  person  such  as  a  child),  bond 
owner  social  security  number,  bond 
address  line  1,  bond  address  line  2,  bond 
address  line  3,  W-2  street  address,  W-2 
city-State-zip  codes,  savings  allotments 
(SA)  institution  name,  SA  bank 
identification,  SA  bank  employee 
account  number,  SA  address  line  1.  SA 
bank  address  line  1,  SA  bank  address 
line  2,  SA  bank  zip  code,  net  pay  deposit 
for  employee  (NPD)  bank  name,  NPD 
employee  account  number,  NPD  bank 
identification — composite  checks,  NPD 
bank  address  line  1,  NPD  bank  address 
line  2,  NPD  bank  zip  code,  check  direct 
mail  address  and  zip  code  pay.  earnings 
history  by  pay  period,  and  year-to-date 
cumulative  earnings  and  deduction 
records. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

5  U.S.C..  Part  III,  is  the  authority  for 
the  overall  system.  Specific  authority  for 
use  of  Social  Security  munbers  is 
contained  in  Executive  Order  9397, 26 
CFR  31.6011(b)-2,  and  26  CFR  31.6109-1. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCUiOINQ  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Routine  uses  of  records  maintained  in 
the  system  shall  include  providing  a 
copy  of  an  employee’s  Department  of 
the  Treasury  Form  W-2,  Wage  and  Tax 
Statement,  to  the  State,  city,  or  other 
local  jurisdiction  which  is  authorized  to 
tax  the  employee’s  compensation.  The 
record  will  be  provided  in  accordance 
with  a  withholding  agreement  between 
the  State,  city,  or  other  local  jurisdiction 
and  the  Department  of  the  Treasury 
pursuant  to  5  U.S.G.  5516,  5517,  and  5520. 

Pursuant  to  a  withholding  agreement 
between  a  city  and  the  Department  of 
the  Treasury  (5  U.S.C.  5520),  copies  of 
executed  city  tax  withholding 
certificates  shall  be  furnished  the  city  in 
response  to  a  written  request  from  an 
appropriate  city  official  to  the  Assistant 
Administrator  for  Plans,  Programs,  and 
Financial  Management,  General 
Services  Administration  (B), 
Washington,  DC  20405. 

To  the  extent  necessary,  records  are 
available  outside  GSA  to  monitor  and 
document  grievance  proceedings,  EEO 
complaints,  and  adverse  actions;  to 
provide  references  to  other  agencies  and 
persons  for  employees  seeking 
employment  elsewhere;  to  conduct 
counseling  sessions;  and  to  prepare 
biographical  sketches  of  employees  for 
release  to  other  agencies  and  persons. 


Some  routine  uses  of  MAPS  output  data 
are  shown  by  examples  listed  below: 

1.  SF 1150  Leave  transcript:  The  SF 
1150  is  printed  when  an  employee 
separates  from  an  agency  and  is 
transferred  along  with  the  employee  to 
wherever  his  or  her  destination  may  be. 
This  is  the  primary  vehicle  by  which  an 
employee’s  leave  is  transferred  from  one 
agency  to  another.  Information  is 
provided  for  annual  and  sick  leave, 
military  leave,  health  benefits,  and 
Government  life  insurance; 

2.  Alphabetical  listing  of  employees: 
The  alphabetical  listing  is  a  monthly 
general  use  printout  of  all  employees 
arranged  alphabetically  by  last  name. 
The  listing  contains  information  of 
interest  to  both  payroll  and  personnel, 
and  it  serves  as  a  handy  reference  in 
place  of  the  official  personnel  folders  to 
locate  employees,  verify  employment 
and  to  supply  basic  emplo3mient 
information  to  answer  questions  for 
credit  and  other  purposes  outside  GSA; 

3.  Alpha  listing  of  employees  by 
service;  ’This  report  is  identical  to  the 
alphabetical  listing  of  employees  except 
that  is  sorted  by  the  service  in  which  the 
employee  is  located.  The  report  contains 
the  basic  personnel  employment  record 
for  each  listed  employee;  Uierefore,  the 
report  is  used  in  the  same  manner  as  the 
alphabetical  listing  of  employees  to 
locate  employees,  verify  employment, 
and  to  supply  basic  employment 
information  for  credit  and  other 
purposes  rather  than  refer  to  an 
employee’s  official  personnel  folder; 

4.  Organization  Roster.  The 
organizational  roster  is  a  monthly  listing 
of  all  employees  by  their  organizational 
location.  A  separate  report  is  produced 
for  the  Central  Office  and  each  of  the  11 
regions.  The  uses  of  this  listing  are  the 
same  as  those  for  the  alphabetical 
listing  of  employees  and  the  alpha 
listing  of  employees  by  service  except 
this  report  is  better  for  showing  an 
accurate  picture  or  the  organizational 
structure  of  an  office  or  other  units; 

5.  Retention  register:  ’The  retention 
register  is  a  listing  of  all  employees 
grouped  by  the  factors  which  determine 
retention  rights  for  reduction  in  force 
(RIF)  purposes; 

6.  Executive  health  maintenance  list: 
The  executive  health  maintenance  list  is 
a  listing  of  all  employees  over  40  years 
of  age  who  are  qualified  for  the 
Executive  Health  Maintenance  Program 
according  to  parameters  set  by  each 
region.  The  listing  is  available  upon 
request  to  management  officials  and 
Health  Unit  officials  on  a  need-to-know 
basis. 

7.  The  routine  use  statements  A,  B,  C, 
D,  E,  F,  and  G,  described  in  the 
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appendix  following  the  GSA  notices, 
also  apply  to  this  system  of  records. 

eouaes  and  practices  for  storing, 

RETRIEVINQ,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM: 

storage: 

Paper  records  in  file  folders  and  card 
files,  microfilm  records  in  reels  and 
cabinets,  magnetic  tapes  and  cards  in 
cabinets  and  storage  libraries,  computer 
records  within  a  computer  and  attached 
equipment. 

retrievabiuty: 

Filed  alphabetically  by  name,  by 
social  security  number,  or  both  methods 
at  each  location  for  each  person. 

safeguards: 

When  not  in  use  by  an  authorized 
person,  these  records  are  stored  in 
lockable  metal  containers  or  in  secured 
rooms. 

RETENTION  AND  DISPOSAL: 

Dispositions  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2).  » 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

Chief,  Systems  Staff,  Finance 
Division,  General  Services 
Administration  (6BCS],  1500  E.  Bannister 
Road,  Kansas  City,  MO  64131. 

NOTIFICATION  PROCEDURE: 

Current  employees  may  obtain 
information  about  whether  they  are  part 
of  this  system  of  records  fi'om  their 
supervisor  or  hrom  their  personnel  office 
at  the  appropriate  address  listed  in 
appendix  following  notice  GSA/PPFM-6 
or  from  the  Director  of  Personnel  at 
General  Services  Administration,  18th  & 
F  Sts.  NW.,  Washington,  DC  20405 
whichever  is  applicable.  Former 
employees  may  obtain  information  from 
the  Director  of  Personnel  or  the  Chief  of 
the  Systems  Staff  at  the  above  listed 
address. 

RECORD  ACCESS  PROCEDURES: 

Requests  to  access  records  from 
current  employees  should  be  directed  to 
the  employees’  supervisor  or  to  the 
personnel  officer  at  the  address  in  the 
appendix  noted  below  or  to  the  Director 
of  Personnel  or  the  Chief  of  the  Systems 
Staff  at  the  address  noted  above, 
whichever  is  applicable.  Former 
employees  should  direct  requests  to 
access  records  to  the  personnel  officer 
at  the  proper  address  listed  in  appendix 
following  notice  GSA/PPFM-6  or  the 
Director  of  Personnel  or  the  Chief  of  the 
Systems  Staff  at  the  address  noted 
above,  whichever  is  applicable.  For 
written  requests,  former  employees 


should  provide  full  name,  social  security 
number,  address,  and  telephone  number, 
and  approximate  dates  and  place  of 
employment.  For  identification 
requirements,  refer  to  the  agency 
regulations  as  outlined  in  41  CFR 105-64. 

CONTESTING  RECORD  FROCEDURES: 

GSA  rules  for  access  to  records  and 
for  contesting  the  contents  and 
appealing  initial  determinations  are 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

The  individuals  themselves,  other 
employees,  supervisors,  other  agencies 
management  officials,  and  non-Federal 
sources  such  as  private  firms. 

GSA/PPFM-5  (23-00-0036) 

SYSTEM  name: 

Payroll  and  time  and  attendance 
reporting  system. 

SYSTEM  location: 

The  system  is  located  in  the  General 
Services  Administration  Central  Office 
service  and  staff  offices  and  other 
offices  wherever  there  are  timekeepers 
and  at  the  addresses  listed  in  the 
appendix  following  notice  GSA/PPFM- 
6. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Current  and  former  employees. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

The  system  provides  for  reporting 
each  employee’s  status  as  either  on  the 
job  time  or  as  paid  or  unpaid  time 
Including  absences  without  authorized 
leave.  Accordingly,  records  include  but 
are  not  limited  to  name,  home  address, 
telephone  niunber,  work  location,  social 
security  number,  hours  of  duty  and 
attendance  information  for  processing  of 
the  data  to  the  Manpower  and  Payroll 
Statistics  System. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

5  U.S.C.,  Part  III,  is  the  authority  for 
the  overall  system.  Specific  authority  for 
use  of  Social  Security  Number  is 
contained  in  Executive  Order  9397. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

To  the  extent  necessary,  the  records 
are  available  outside  GSA  to  monitor 
and  document  grievance  proceedings, 
EEO  complaints,  and  adverse  actions; 
and  to  conduct  coimseling  sessions.  The 
routine  use  statements  A,  B,  C,  D,  E,  F, 
and  G,  described  in  the  appendix 
following  the  GSA  notices,  also  apply  to 
this  system  of  records. 


POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  records  in  filed  folders  and  card 
files. 

retrievabiuty: 

Filed  alphabetically  by  name. 

SAFEGUAROS: 

Stored  in  guarded  buildings  and/or  in 
areas  controlled  by  authorized 
persoimel. 

RETENTION  AND  DISPOSAU 

Dispostion  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAeER(S)  AND  ADDRESS: 

Chief,  Payroll,  Travel,  and  Property 
Accounting  Liaison  Branch,  General 
Services  Administration,  18th  and  F 
Streets  NW.,  Washington,  DC  20405. 
Mailing  address:  General  Services 
Administration  (BCAP),  Washington,  DC 
20405. 

NOTIFICATION  PROCEDURE: 

Current  employees  may  obtain 
information  about  whether  they  are  part 
of  this  system  of  records  fi'om  their 
supervisor  or  fiom  the  Chief,  Payroll, 
Travel,  and  Property  Accounting  Liaison 
Branch,  Office  of  Finance,  at  the 
General  Services  Administration,  18th  & 
F  Sts.  NW.,  Washington,  DC  20405, 
whichever  is  applicable,  former 
employees  may  obtain  information  at 
the  address  listed  above. 

RECORD  ACCESS  PROCEDURES: 

Requests  fiom  current  or  former 
employees  to  access  records  should  be 
directed  to  the  employees’  supervisor  or 
to  the  Chief,  Payroll,  Travel,  and 
Property  Accounting  Liaison  Branch, 
Office  of  Finance,  at  the  address  noted 
above,  whichever  is  applicable.  For 
written  request,  fonner  employee  should 
provide  full  name,  social  security 
number,  address,  and  telephone  number, 
and  approximate  dates  and  places  of 
employment.  For  identification 
requirements,  refer  to  the  agency 
regulations  as  outlined  in  41  CFR  105-64. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records,  for 
contesting  the  contents,  and  appealing 
initial  determinations  are  promulgated 
in  41  CFR  105-64  published  in  the 
Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

The  individuals  themselves,  other 
employees,  supervisors,  other  agencies. 
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management  officials,  and  non-Federal 
sources  such  as  private  Hrms. 

GSA/PPFM>6  (23-00-0100) 

SYSTEM  name;  , 

Employee  credit  reports  GSA/OAD. 

SYSTEM  location: 

The  system  is  located  in  the  General 
Services  Administration,  Office  of 
Finance,  Financial  Management 
Division,  Credit  and  Finance  Branch, 

18th  &  F  Sts.  NW..  Washington,  DC 
20405. 

CATEGORIES  OF  MDIVIDUALS  COVERED  BY  THE 

system; 

Present  and  former  employees  who 
have  refused  to  abide  by  the  terms  of 
their  training  agreement  and/or  other 
employment  related  contracts,  and 
thereby  have  incurred  a  liability  to  the 
Government.  If  appropriate,  similar 
information  will  be  gathered  on  spouses. 

CATEGORES  OF  RECORDS  M  THE  SYSTEM: 

The  categories  of  records  cu«  as 
follows:  Name  and  address;  age;  number 
of  dependents;  name  of  employer,  nature 
of  Business;  position  held/length  held;' 
full  time  or  part-time  employment; 
prospects  for  continued  permanent 
employment;  net  worth  and  what  it 
consist  of;  annual  earned  income; 
additional  income;  reputation;  credit 
rerard;  and  financial  record  and 
personal  history.  Records  are  used  in 
GSA  to  investigate  employees  who  have 
defaulted  on  employment  related 
contracts. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

31  U.S.C.  951-«53. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Referred  to  GAO.  The  routine  use 
statement  A  described  in  the  appendix 
following  the  GSA  notices,  also  applies 
to  this  system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECOfU>S  IN  THE  SYSTEM. 

STORAGE: 

The  records  for  both  GSA  and  the 
contractor  will  be  stored  on  paper. 

RETRIEV  ability: 

The  records  within  the  system  will  be 
kept  in  alphabetical  order  by  name. 

SAFEGUARDS: 

All  correspondence  between  GSA  and 
the  contractor  will  be  secured  in  a 
locked  cabinet  in  the  Credit  and  Finance 
Branch.  Only  those  people  designated 
authority  will  handle  this  data.  The 
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contracor  will  retain  his  or  her  records 
in  a  secured  office. 

RETENTION  AND  DISPOSAL: 

Disposal  is  in  accordance  with  HB, 
GSA  Records  Maintenance  and 
Disposition  System  (OAD  P  1820.2). 

SYSTEM  MANAQERtS)  AND  ADDRESS: 

Chief,  Oedit  and  Finance  Branch, 
Financial  Management  Division,  Office 
of  Finance,  18th  &  F  Sts.  NW., 
Washington,  DC  20405.  Mailing  address: 
General  Services  Administration 
(BCFC),  Washington,  DC  20405. 

NOTIFICATtON  PROCEDURE: 

Information  may  be  obtained  from  the 
official  listed  above. 

RECORD  ACCESS  PROCEDURES: 

Procedures  for  contesting  records  are 
contained  in  41  CFR  105-64. 

CONTESTING  RECORD  PROCEDURES: 

Procedures  for  access  to  records  are 
contained  in  41  CFR  105-64. 

RECORD  SOURCE  CATEGORIES: 

Credit  companies,  individuals, 
employers/supervisors,  former 
employers,  banks,  and  GSA  contracted 
credit  investigators. 

Appendix  GSA/PPFM  Addresses  of 
Loi^  turns 

Central  Office,  Office  of  Plans, 

Programs,  and  Financial  Management, 
Office  of  Finance,  GS  Building,  Room 
3127, 18th  and  F  Streets  NW.. 
Washington,  DC  20405. 

Automated  Data  and 
Telecommunications  Service, 

Financial  Management  Division,  GS 
Building.  Room  1204, 18th  &  F  Sts. 

NW.,  Washington.  DC  20405. 

Federal  Supply  Service.  Office  of 
Executive  Director,  Crystal  Mali 
Building  4, 1941  Jefferson  Davis 
Highway,  Room  1111,  Arlington,  VA 
20406. 

National  Archives  and  Records  Service. 
Office  of  Executive  Director,  Archives 
Building,  7th  &  Pennsylvania  Ave., 
NW.,  Room  108,  Washington,  DC 
20406. 

Public  Buildings  Service,  Office  of 
Executive  Director,  GS  Building,  Room 
6340, 18th  &  F  Sts,  NW.,  Washington. 
DC  20405. 

Regional  Offices 

National  Capital  Region  (NCR).  Finance 
Division,  General  Services 
Administration,  7th  and  D  Sts.  SW., 
Washington,  DC  20407. 

Region  1 

Finance  Division,  General  Services 
Administration,  John  W.  McCormack, 


Post  office  and  Courthouse.  Boston, 
MA  02109. 

Region  2 

Finance  Division,  General  Services 
Administration,  26  Federal  Plaza,  New 
York.  NY  10007. 

Region  3 

Finance  Division,  General  Services 
Administration,  9th  and  Market 
Streets,  Room  1350,  Philadelphia.  PA 
19107. 

Baltimore  Area  Office,  Federal  Building. 
Room  HOB,  Baltimore.  MD  21201. 

Region  4 

Finance  Division,  General  Services 
Administration,  75  Spring  St.  SW., 
Atlanta.  GA  30303. 

Region  5 

Finance  Division.  General  Services 
Administration,  230  South  Dearborn 
Street,  Chicago,  IL  60604. 

Region  6 

Finance  Division,  General  Services 
Administration,  1500  E.  Bannister 
RoadT  Kansas  City,  MO  64131. 

St.  Louis  Area  Office,  9700  Page 
Boulevard.  Overland,  MO  63132. 

Region  7 

Finance  Division,  General  Services 
Administration,  819  Taylor  Street,  Fort 
Worth.  TX  76102. 

Region  8 

Finance  Division,  General  Services 
Administration,  Denver  Federal 
Center,  Bldg.  41,  Denver,  CO  80225. 

Region  9 

Finance  Division,  General  Services 
Administration,  525  Market  Street, 

San  Francisco,  CA  94105. 

Stockton  Area  Office,  Building  414, 
Rough  and  Ready  Island,  Stockton, 

CA  95204. 

Region  10 

Finance  Division,  General  Services 
Administration,  GSA  Center,  Auburn 
WA  98002. 

GSA/ADM-24  (23-00-0024) 

SYSTEM  NAME: 

Investigation  Case  Files. 

SECURITY  CLASSIFICATION: 

Some  of  the  material  contained  in  the 
system  has  been  classified  in  the 
interests  of  the  national  security 
pursuant  to  Executive  Order  11652. 

SYSTEM  location: 

The  system  is  located  in  the  Office  of 
Inspector  General,  18th  and  P  Streets 
NW.,  Washington,  DC  20405. 
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CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Individuals  covered  by  the  system  are 
employees,  applicants  for  employment, 
and  former  employees  of  GSA  and 
commissions,  committees,  and  small 
agencies  serviced  by  GSA.  Also 
included  are  historical  researchers, 
employees  of  contractors  performing 
custodial  or  guard  services  in  buildings 
under  GSA  jurisdiction,  individuals  who 
were  the  source  of  an  individual 
complaint  or  an  allegation  that  a  crime 
had  taken  place,  witnesses  having 
information  or  evidence  on  any  side  of 
an  investigation,  and  identification  of 
possible  and  actual  suspects  in  the 
criminal,  administrative,  or  civil  actions. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Investigative  Hies  contain  information 
such  as  name,  date  and  place  of  birth, 
experience,  and  investigatory  material. 
These  records  are  used  as  a  basis  for 
issuance  of  subpoenas;  security 
clearances;  suitability  determinations; 
and  civil,  criminal,  and  administrative 
actions. 

AUTHORITY  FOR  MAHiTENANCC  OF  THE 

system: 

5  U.S.C.  App.  Section  2  et  seq.; 
Executive  Order  10405,  April  27, 1953; 
Executive  Order  11478,  August  8, 1969; 
Executive  Order  11652,  March  8, 1972, 
Executive  Order  11246,  September  24, 
1965;  and  40  U.S.C.  276a  through  a-7, 
276c,  318  (a)  through  (d),  and  327  through 
331. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Records  are  used  by  GSA  ofhcials 
and  representatives  of  other 
Government  agencies  on  a  need-to- 
know  basis  in  the  performance  of  their 
ofi’icial  duties  under  the  authorities  set 
forth  above  and  also  for  the  following 
routine  uses: 

1.  Law  enforcement:  Records 
maintained  by  the  Office  of  Inspector 
General  may  be  disseminated  in  any  of 
the  following  manners: 

a.  A  record  of  any  case  in  which  there 
is  an  indication  of  a  violation  of  law, 
whether  civil,  criminal,  or  regulatory  in 
nature,  may  be  disseminated  to  the 
appropriate  Federal,.State,  local,  or 
foreign  agency  charged  with  the 
responsibility  for  investigating  or 
prosecuting  such  violation  or  charged 
with  enforcing  or  implementing  such 
law; 

b.  A  record  may  be  disseminated  to  a 
Federal,  State,  local,  or  foreign  agency 
or  to  an  individual  organization  in  the 
course  of  investigating  a  potential  or 
actual  violation  of  any  law,  whether 
civil,  criminal,  or  regulatory  in  nature,  or 


during  the  course  of  a  trial  or  hearing  or 
the  preparation  for  a  trial  or  hearing  for 
such  violation,  if  there  is  reason  to 
believe  that  such  agency,  individual,  or 
organization  possesses  information 
relating  to  the  investigation,  trial,  or 
hearing  and  the  dissemination  is 
reasonably  necessary  to  elicit  such 
information  or  to  obtain  the  cooperation 
of  a  witness  or  an  informant; 

c.  A  record  relating  to  a  case  or  matter 
may  be  disseminated  in  an  appropriate 
Federal,  State,  local,  or  foreign  court  or 
grand  jury  proceeding  in  accordance 
with  established  constitutional, 
substantive,  or  procedural  law  or 
practice; 

d.  A  record  relating  to  a  case  or 
matter  may  be  disseminated  to  an  actual 
or  potential  party  or  his  or  her  attorney 
for  the  purpose  of  negotiation  or 
discussion  on  such  matters  as  settlement 
of  the  case  or  matter,  plea  bargaining,  or 
informal  discovery  proceedings; 

e.  A  record  relating  to  a  case  or  matter 
that  has  been  referred  by  an  agency  for 
investigation,  prosecution,  or 
enforcement  or  that  involves  a  case  or 
matter  within  the  jurisdiction  of  any 
agency  may  be  disseminated  to  sudi 
agency  to  notify  the  agency  of  the  status 
of  the  case  or  matter  or  of  any  decision 
or  determination  that  has  been  made  or 
to  make  such  other  inquiries  and  reports 
as  are  necessary  during  the  processing 
of  the  case  or  matter; 

f.  A  record  relating  to  a  case  or  matter 
may  be  disseminated  to  a  foreign 
country  pursuant  to  an  international 
treaty  or  convention  entered  into  and 
ratified  by  the  United  States  or  to  an 
executive  agreement; 

g.  A  record  may  be  disseminated  to  a 
Federal,  State,  local,  foreign,  or 
international  law  enforcement  agency  to 
assist  in  the  general  crime  prevention 
and  detection  efforts  of  the  recipient 
agency  or  to  provide  investigative  leads 
to  such  agency; 

b.  A  record  may  be  disseminated  to  a 
Federal  agency,  in  response  to  its 
request,  in  connection  with  the  hiring  or 
retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of 
an  investigation  of  an  employee,  the 
letter  of  a  contract,  or  the  issuance  of  a 
license,  grant,  or  other  benefit  by  the 
requesting  agency,  to  the  extent  that  the 
information  relates  to  the  requesting 
agency’s  decision  on  the  matter;  or 

i.  A  record  may  be  disseminated  to 
the  public,  news  media,  trade 
associations,  or  organized  groups  when 
the  purpose  of  the  dissemination  is 
educational  or  informational,  such  as 
descriptions  of  crime  trends  or 
distinctive  or  unique  modus  operandi, 
provided  that  the  record  does  not 
contain  any  information  identifiable  to  a 


specific  individual  other  than  such 
modus  operandi. 

2.  Grievance,  complaint,  appeal:  A 
record  from  this  system  of  records  may 
be  disclosed  to  an  authorized  appeal  or 
grievance  examiner,  formal  complaints 
examiner,  equal  employment 
opportimity  investigator,  arbitrator,  or 
other  duly  authorized  official  engaged  in 
investigation  or  settlement  of  a 
grievance,  complaint,  or  appeal  filed  by 
an  employee.  A  record  fi'om  this  system 
of  records  may  be  disclosed  to  the 
United  States  Office  of  Personnel 
Management  in  accordance  with  the 
agency’s  responsibifity  for  evaluation  of 
Federal  personnel  management. 

3.  Congressional  inquiries:  A  record 
from  this  system  of  records  may  be 
disclosed  as  a  routine  use  to  a  Member 
of  Congress  or  to  a  congressional  staff 
member  in  response  to  an  inquiry  of  the 
congressional  office  made  at  the  request 
of  the  individual  about  whom  the  record 
is  maintained. 

4.  Private  relief  legislation:  The 
information  contained  in  this  system  or 
records  may  be  disclosed  to  the  Office 
of  Management  and  Budget  in 
connection  with  the  review  of  private 
relief  legislation  as  set  forth  in  0MB 
Circular  No.  A-19  at  any  stage  of  the 
legislative  coordination  and  clearance 
process  as  set  forth  in  the  circular. 

5.  GSA  agents:  A  record  from  this 
system  of  records  may  be  disclosed  as  a 
routine  use  (a)  to  an  expert,  a 
consultant,  or  a  contractor  of  GSA  to  the 
extent  necessary  to  further  the 
performance  of  a  Federal  duty  and  (b)  to 
a  physician  to  conduct  a  fitness-for-duty 
examination  of  a  GSA  officer  or 
employee. 

FOUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  ANO 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  records  in  card  files  and  file 
folders. 

RETRIEVABlim: 

Retrieved  manually  by  name  fi'om 
files  that  are  indexed  alphabetically  and 
filed  numerically  by  location  and 
incident. 

safeguards: 

Records  are  stored  in  locked  alarmed 
vault  type  rooms  and/or  three-way 
combination  dial  safes  with  access 
limited  to  authorized  personnel. 
Information  is  released  only  to 
authorized  officials  on  a  need-to-know 
basis. 

RETENTION  ANO  DISPOSAL: 

Disposition  of  records  is  in 
accordance  with  the  HB,  GSA  Records 
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Maintenance  and  Disposition  System 
(OAD  P  1820.2).  Records  are  destroyed 
either  by  burning  or  pulping. 

SYSTEM  MANAOen(8)  AND  ADOSESS: 

The  official  responsible  for  the  system 
is  the  Executive  Director,  Office  of 
Inspector  General,  18th  and  F  Sts.  NW., 
Washington,  DC  20405.  Mailing  address: 
General  Services  Administration  (JM), 
W'ashington,  DC  20405. 

NCnnCATIOM  PSOCEDURES: 

Inquiries  by  individuals  as  to  whether 
the  system  contains  a  record  pertaining 
to  themselves  should  be  addressed  to 
the  system  manager  or  to  the  Director  of 
Information  (XI),  18th  and  F  Sts.  NW., 
Washington,  DC  20405. 

RECORD  ACCESS  PROCEDURES: 

Requests  bom  individuals  for  access 
to  records  should  be  addressed  to  the 
Executive  Director,  Office  of  Inspector 
General,  and  should  include  full  name 
(maiden  name  where  appropriate), 
address,  and  date  and  place  of  birth. 
Only  general  inquiries  may  be  made  by 
phone. 

CONTESTtNO  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records  and 
for  contesting  the  contents  and 
appealing  initial  determinations  are 
promulgated  in  41  CFR 105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEOORIES: 

Individuals,  employees,  informants, 
law  enforcement  agencies,  other 
government  agencies,  employers, 
references,  co-workers,  neighbors, 
educational  institutions,  and  intelligence 
sources. 

SYSTEMS  EXEMPTED  FROM  CERTAIN 
PROVISIONS  OF  THE  ACT: 

In  accordance  with  5  U.S.C  552a(j). 
this  system  of  records  is  exempt  from  all 
provisions  of  the  Privacy  Act  of  1974 
with  the  exception  of  subsections  (b);  (c) 
(1)  and  (2):  (e)(4)  (A)  through  (F);  (e)  (6). 
(7),  (9),  (10),  and  (11);  and  (i)  of  the  act. 
to  the  extent  that  information  in  the 
system  pertains  to  the  enforcement  of 
criminal  laws,  including  police  efforts  to 
prevent,  control,  or  reduce  crime  or  to  - 
apprehend  criminals;  to  the  activities  of 
prosecutors,  courts,  and  correctional, 
probation,  pardon,  or  parole  authorities; 
and  to  (1)  information  compiled  for  the 
purpose  of  identifying  individual 
criminal  offenders  and  alleged  ofienders 
and  consisting  only  of  identifying  data 
and  notations  of  arrests,  the  nature  and 
disposition  of  criminal  charges, 
sentencing,  confinement,  release,  and 
parole  and  probation  status;  (2) 
information  compiled  for  the  purpose  of 
a  criminal  inves^ation,  including 


reports  of  informants  and  investigators, 
that  is  associated  with  an  identifiable 
individual;  or  (3)  reports  of  enforcement 
of  the  criminal  laws,  from  arrest  ot 
indictment  through  release  from 
supervision.  This  system  is  exempted  to 
maintain  the  efficacy  and  integrity  of  the 
Office  of  Inspector  ^neral's  law 
enforcement  function. 

In  accordance  with  5  U.S.C.  552a(k). 
this  system  of  records  is  exempt  from 
subsections  (c)(3);  (d);  (e)(1);  (e)(4)  (G), 
(H),  and  (I);  and  (0  of  die  Privacy  Act  of 
1974.  The  system  is  exempt; 

a.  To  the  extent  that  the  system 
consists  of  investigatory  material 
compiled  for  law  enforcement  purposes; 
however,  if  any  individual  is  denied  any 
right,  privilege,  or  benefit  to  which  the 
individual  would  otherwise  be  eligible 
as  a  result  of  the  maintenance  of  such 
material,  such  material  shall  be 
provided  to  such  individual,  except  to 
the  extent  that  the  disclosure  of  such 
material  would  reveal  the  identity  of  a 
source  who  furnished  information  to  the 
Government  under  an  express  promise 
that  the  identity  of  the  source  would  be 
held  in  confidence,  or,  prior  to  the 
effective  date  of  the  act,  under  an 
implied  promise  that  the  identity  of  the 
source  would  be  held  in  confidence;  and 

b.  To  the  extent  the  system  consists  of 
investigatory  material  compiled  solely 
for  the  purpKJse  of  determining 
suitability,  eligibility,  or  qualifications 
for  Federal  civilian  employment, 
military  service.  Federal  contracts,  or 
access  to  classified  information,  but 
only  to  the  extent  that  the  disclosure  of 
such  material  would  reveal  the  identity 
of  a  source  who  furnished  information  to 
the  Government  under  an  express 
promise  that  the  identity  of  the  source 
would  be  held  in  confidence,  or.  prior  to 
the  effective  date  of  the  act,  under  an 
implied  promise  that  the  identity  of  the 
source  would  be  held  in  confidence. 

This  system  has  been  exempted  to 
maintain  the  efficacy  and  integrity  of 
lawful  investigations  conducted 
pursuant  to  the  Office  of  Inspector 
General’s  law  enforcement 
responsibilities  and  responsibilities  in 
the  areas  of  Federal  employment. 
Government  contracts,  and  access  to 
security  classified  information. 

GSA/OEA-1  (2WX)-0103) 

SYSTEM  NAME: 

Defunct  Agency  Records. 

SYSTEM  LOCATION: 

The  system  records  are  located  in  the 
GSA  Regional  Office  Building,  7th  &  D 
Sts.,  SW,  Washington,  DC  20407,  and  the 
National  Payroll  Center.  Kansas  City. 
KS. 


CATEGORIES  OF  MOIVIOUALS  COVERED  BY  THE 

system: 

Employees  of  defunct  agencies, 
including  but  not  limited  to  Presidential 
Commissions,  committees,  small 
agencies,  and  boards,  the  records  of 
which  were  serviced  by  GSA  under  a 
reimbursable  administration  support 
agreement 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEMS 

Varied  payroll  and  financial  records 
including  but  not  limited  to  time  and 
attendance  cards,  payment  vouchers, 
comprehensive  listing  of  employees, 
health  benefits  records,  requests  for 
deductions,  tax  forms,  W-2  forms, 
overtime  requests,  leave  data, 
retirement  records,  and  vendor  register 
and  payment  tapes. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

The  Economy  Act,  31  U.S.C.  680  and 
the  Federal  Property  and  Administrative 
Services  Act  of  1949,  as  amended,  63 
Stat.  377. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  records  are  used  by  GSA 
personnel  in  concluding  the 
administrative  operations  of  the  defunct 
agency.  Routine  uses  of  records 
maintained  in  the  system  shall  include 
providing  a  copy  of  an  employee’s 
Department  of  the  Treasury  Form  W-2, 
Wage  and  Tax  Statement,  to  the  State, 
city,  or  other  local  jurisdiction  which  is 
authorized  to  tax  the  employee's 
compensation.  The  record  will  be 
provided  in  accordance  with  a 
withholding  agreement  between  the 
State,  city  or  other  local  jurisdiction  and 
the  Department  of  the  Treasury  pursuant 
to  5  U.S.C.  5516,  5517,  and  5520,  or  in  the 
absence  thereof,  in  response  to  a  written 
request  from  an  appropriate  official  of 
the  taxing  jurisdiction  to  the  Regional 
Administrator,  General  Services 
Administration  (WA),  Washington,  DC 
20407.  The  request  must  include  a  copy 
of  the  applicable  statute  or  ordinance 
authority  of  the  jurisdiction  to  tax  the 
employee  is  based  on  place  of  residence, 
place  of  employment,  or  both. 

Pursuant  to  a  withholding  agreement 
between  a  city  and  the  Department  of 
the  Treasury  (5  U.S.C.  5520),  copies  of 
executed  city  tax  withholding 
certificates  shall  be  furnished  the  city  in 
response  to  a  written  request  from  an 
appropriate  city  official  to  the  Regional 
Administrator,  General  Services 
Administration  (WA),  Washington,  DC 
20407. 

Records  are  also  released  to  the 
General  Accounting  Office  for  audits,  to 
the  Internal  Revenue  Service  for 
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investigations,  and  to  the  Office  of 
Personnel  Management  (OPM) 
concerning  pay,  benefits,  retirement 
deductions,  and  other  information 
necessary  for  the  OPM  to  carry  out  its 
Government-wide  personnel 
management  functions. 

The  routine  use  statements  A,  B,  C,  D, 
E,  F,  and  G,  described  in  the  appendix 
following  the  GSA  notices,  also  apply  to 
this  system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORINO, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  records  in  file  folders  and  card 
files,  microfilm  records  in  reels  and 
cabinets,  magnetic  tapes  and  cards  in 
cabinets  and  storage  libraries,  and 
computer  records  within  a  computer  and 
attached  equipment. 

retrievabiuty: 

Payroll  records  are  retrieved  by  the 
social  security  number  and  all  other 
records  by  name. 

SAFEGUARDS: 

When  not  in  use  by  an  authorized 
person,  the  records  are  stored  in 
lockable  metal  containers  or  in  secured 
rooms. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  will  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2) 

SYSTEM  MANAOER(S)  AND  ADDRESS: 

The  system  manager  is  the  Director, 
Agency  Liaison  Division,  Regional 
Office  Building,  7th  and  D  Sts.,  SW., 
Washington,  DC.  Mailing  address: 
General  Services  Administration  (WXL), 
Washington,  DC  20407. 

NOTIFICATION  PROCEDURE: 

Requests  for  assistance  should  be 
made  to  the  Director  of  Information, 
General  Services  Administration  (AVI), 
Washington,  DC  20405. 

RECORD  ACCESS  PROCEDURES: 

GSA  procedures  for  record  access  are 
contained  in  41  CFR 105-64.  Address 
request  in  writing  to  the  system 
manager.  The  legend  “Privacy  Act 
Request"  shall  appear  on  the  letter  and 
envelope. 

CONTESTING  RECORD  PROCEDURES: 

GSA  procedures  for  contesting 
records  are  contained  in  41  CFR  105-64. 

RECORD  SOURCE  CATEGORIES: 

Upon  termination,  the  agency  being 
serviced  by  GSA  publishes  a  notice  in 
the  Federal  Register  transferring 


administration  responsibilities  for  the 
records  to  GSA. 

GSA/OGC.  2  (23-00-0040) 

SYSTEM  name: 

Attorney  Placement,  GSA/OGC.  This 
notice  covers  six  unique  systems  of 
records  of  related  subject  matter. 

SYSTEM  location: 

Each  system  is  located  in  one  of  the 
following  six  offices;  the  supervisor  in 
each  of  ^ese  six  offices  is  the  official 
who  sets  policies  and  procedures  for  the 
records  in  his  or  her  own  ofiice;  the 
General  Coimsel,  L,  and  the  Office  of  the 
Regional  Counsels,  Regions  1,  2,  5,  6, 
and  7.  See  appendix  following  notice 
OGC  6  for  addresses. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Each  of  the  six  systems  covers 
attorneys  and  law  students  applying  for 
employment. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Each  of  the  six  systems  covers 
qualifications  of  applicants  for  legal 
positions;  the  General  Counsel,  L,  and 
the  Regional  Counsels  for  Regions  1,  2,  5, 
6,  and  7  and  other  authorized  OGC 
employees  use  the  records  in  their 
respective  offices  to  fill  vacancies  and 
new  positions  with  qualified  applicants. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

Each  of  the  six  systems  is  authorized 
by  5  U.S.C.  3101  and  the  Federal 
Property  and  Administrative  Service  Act 
of  1949  as  amended. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  C,  D, 
E,  and  G,  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORINO, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper. 

retrievabiuty: 

Manual  by  name. 

SAFEGUARDS: 

File  folders  are  kept  in  guarded 
buildings  and  released  only  to 
authorized  persons. 

RETENTION  AND  OISPOSAU 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  18202.2). 


SYSTEM  MANAGER(S)  AND  ADDRESS: 

The  system  managers  for  the  six 
systems  are  respectively:  (general 
Counsel,  L;  and  Regional  Counsels, 

Region  1, 2,  5, 6,  and  7  for  records  within 
their  offices.  See  appendix  following 
notice  OGC  6  for  addresses. 

NOTinCATION  procedure: 

GSA  notification  procedures  are 
contained  in  41  CFR  105-64. 

RECORD  ACCESS  PROCEDURES: 

GSA  procedures  for  record  access  are 
contained  in  41  CFR  105-64. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  contesting  records  are 
contained  in  41  CFR  105-64. 

RECORD  SOURCE  CATEGORIES: 

Information  in  each  of  the  six  systems 
comes  fi'om  one  of  the  following  sources: 
Applicants,  placement  offices,  and 
interviewers. 

GSA/OGC  4  (23-00-0042) 

SYSTEM  name: 

General  Law  Files,  GSA/OGC.  This 
notice  covers  22  unique  systems  of 
records  involving  related  subject  matter. 

SYSTEM  location: 

The  General  Law  Files  of  OGC  are 
divided  into  22  unique  systems  of 
related  subject  matter.  Each  system  is 
located  in  one  of  the  following  22 
offices;  the  supervisor  in  each  of  these 
22  offices  is  the  official  who  sets  policies 
and  procedures  for  the  records  in  his 
own  office:  L,  LL,  LB,  LC,  LE,  LF,  LM,  LP. 
LR,  LT,  LX,  and  office  of  the  Regional 
Counsels,  Regions  1-10  and  the  National 
Capital  Region,  for  records  in  their 
respective  offices.  See  appendix 
following  notice  OGC  6  for  addreses. 

For  information  on  the  location  of 
specific  law  files  contact  L  at  the 
address  listed  in  the  appendix. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Each  of  the  22  systems  covers  one  or 
more  of  the  following  categories  of 
individuals: 

GSA  employees,  past  and  present; 
other  agency  employees,  members  of  the 
public  (including  individuals, 
corporations,  and  firms);  witnesses  in 
regulatory  proceedings;  persons  who 
have  made  Freedom  of  Information  and 
Privacy  Act  requests  and  persons  about 
whom  such  requests  have  been  made; 
persons  pursuing  tort  claims  or  involved 
in  litigation  with  GSA;  and  grievances 
under  collective  bargaining  agreement 
appellants. 
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CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Each  of  the  22  systems  covers  one  or 
more  of  the  following  categories  of 
records:  Among  other  data,  name  of 
individual;  position  description;  grade; 
salary;  SSN;  work  history:  complaint; 
history  of  the  case;  applicable  law; 
working  papers  of  attorney;  testimony  of 
witnesses;  background  investigation 
materials;  records  subject  to  complaint, 
request,  or  litigation;  correspondence; 
damage  reports:  contracts;  accident 
reports;  GSA  Form  1593;  SF  91;  SF  9lA: 
SF  92;  pleadings;  affidavits;  credit 
ratings;  medical  diagnoses  and 
prognoses;  doctor’s  bills;  estimates  of 
repair  costs;  invoices;  litigation  reports; 
and  financial  data.  Records  are  used  to 
give  general  legal  advice,  as  requested, 
throughout  GSA,  and  to  prepare 
attorneys  for  hearings  and  trials,  to 
reference  past  actions,  and  to  maintain 
internal  statistics. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

Each  of  the  22  systems  is  authorized 
by  one  or  more  of  the  following  statutes 
or  Executive  Orders: 

Federal  Property  and  Administrative 
Services  Act  of  1949,  63  Stat.  377  as 
amended;  Freedom  of  Information  Act,  5 
U.S.C.  552  as  amended;  the  Privacy  Act 
of  1974,  5  U.S.C.  552a:  5  U.S.C.,  Part  11 
(Civil  Service  Commission);  5  U.S.C., 
Chap.  33  (examination,  selection  and 
placement):  Equal  Employment 
Opportunity  Act  of  1972, 86  Stat.  103,  5 
U.S.C.  5108,  5314-5316  and  42  U.S.C. 
20003.  et  seq.;  5  U.S.C.  7151-7154 
(antidiscrimination  in  employment);  5 
U.S.C.  7301  (regiJation  of  conduct):  5 
U.S.C.  7501,  note  (adverse  actions);  5 
U.S.C.,  Chapter  77  (appeals):  title  11 
U.S.C.  (bankruptcy);  Federal  Tort  Claims 
Act.  28  U.S.C.  1291, 1346{b)(c).  1402(b). 
1504,  2110,  2401(b).  2402,  2411(b).  2412(c). 
2671-2680: 1  Stat  515,  676.  31  U.S.a  191 
(debts  owed  by  or  due  to  U.S.);  Federal 
Claims  Collection  Act  of  1972,  80  Stat. 
308-309:  31  U.S.C.  951-953,  78  Stat.  767, 
768,  79  Stat  789,  82  Stat.  998,  84  Stat 
412,  86  Stat  491.  31  U.S.C.  249-243 
(settlement  of  claims);  E.O.  6166 
Reorganization  of  Executive  Agencies: 
E.0. 10577,  Amending  the  Civil  Service 
Rules  and  Authorizing  a  new 
Appointment  System  for  the 
Competitive  Service;  E.0. 11491,  Labor- 
Management  Relations  in  the  Federal 
Service;  E.0. 11787,  Revoking  Executive 
Order  10987,  Relating  to  Agency 
Systems  for  Appeals  from  Adverse 
Actions. 


ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Information  may  be  released  to  the 
Department  of  Justice  in  review, 
settlement,  defense,  and  prosecution  of 
claims,  complaints,  and  law  suits 
involving  contracts,  torts,  debts, 
bankruptcy,  personnel  adverse  action, 
EEO,  unit  determination,  unfair  labor 
practices,  and  Freedom  of  Information 
and  Privacy  Act  requests.  The  routine 
use  statements  A,  B,  C,  D,  E,  and  G, 
described  in  the  appendix  following  the 
GSA  notices,  also  apply  to  this  system 
of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  ANO 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper. 

RETRIEV  ABILITY: 

Manual,  by  name. 

SAFEGUARDS: 

Records  are  stored  in  secured 
buildings;  available  to  authorized 
persons  only. 

RETENTION  AND  DISPOSAL* 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAOER(S)  AND  ADDRESS: 

The  system  managers  for  the  22 
systems  are  respectively: 

General  Counsel,  L;  Deputy  General 
Counsel  for  Law,  LL;  Assistant  General 
Counsels.  LB.  LC.  LE.  LF.  LM.  LP.  LR.  LT. 
LX  and  regional  Counsels  for  Regions  1- 
10  and  the  National  Capital  Region.  See 
appendix  following  notice  OGC  6  for 
addresses. 

NOTIFICATION  PROCEDURE*. 

GSA  notification  procedures  are 
contained  in  41  CFR  105-64. 

RECORD  ACCESS  PROCEDURES: 

GSA  procedures  for  record  access  are 
contained  in  41  CFR  105-64. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  record  access  are 
contained  in  41  CFR  105-64. 

RECORD  SOURCE  CATEGORIES: 

Information  in  each  of  the  22  systems 
comes  from  one  or  more  of  the  following 
sources:  Federal  employees  and  private 
parties  involved  in  tort,  contracts, 
personnel  actions,  unfair  labor 
practices,  and  debts  concerning  the 
Federal  Government;  general  law  texts 
and  sources;  Dun  and  Bradstreet  and 
other  sources  of  financial  information; 


law  enforcement  officers;  witnesses;  and 
others. 

GSA/OGC  6  (23-00-0044) 

SYSTEM  NAME: 

Potential  employees  referrals. 

SYSTEM  location: 

LC.  See  appendix  following  notice 
GSA/OGC  6  for  address. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Applicants  for  employment  at  GSA. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Resumes,  applications, 
recommendations,  and  replies,  previous 
work  history,  reference  checks,  and 
notes.  Used  inside  the  agency  in 
connection  with  litigation  and  hearings. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

Civil  Service  Rule  5,  5  CFR  5.1-5.4. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYTEM,  INCLUDING  CATEGORIES  OF  USERS 
AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  C,  D, 
E,  and  G,  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records.  Also  may  be 
transferred  to  OPM,  outside  counsel, 
and  respondents  in  connection  with 
ongoing  litigation  and  hearings. 

POLICIES  ANO  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper. 

RETRIEVABIUTY: 

Manually,  by  name. 

SAFEGUARDS: 

Stored  in  locked  room  in  guarded 
building,  accessible  to  authorized 
persons  only. 

RETENTION  AND  DISPOSAL: 

At  the  termination  of  all  litigation  and 
hearings  relevant  to  the  records,  records 
will  be  integrated  into  individual 
Official  Personnel  Folders,  to  the  extent 
possible.  The  remaining  records  will  be 
disposed  of  in  accordance  with  normal 
procedures. 

SYSTEM  MANAGER(S)  ANO  ADDRESS: 

Assistant  General  Counsel,  LC.  See 
appendix  following  notice  GSA/OGC  6 
for  address. 

NOTIFICATION  PROCEDURE: 

GSA  notification  procedures  are 
contained  in  41  CFR  105-64. 
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RECORD  ACCESS  PROCEDURES: 

GSA  procedures  for  record  access  are 
contained  in  41  CFR 105-64. 

CONTESTINQ  RECORD  PROCEDURES: 

GSA  rules  for  contesting  records  are 
contained  in  41  CFR  105-64. 

RECORD  SOURCE  CATEGORIES: 

GSA  Personnel  Office,  the  individual, 
persons  who  provided  reference,  former 
employees,  and  GSA  employees 
involved  in  personnel  work. 

Appendix  GSA/OGC  Address  of 
Locations 

Office  of  General  Counsel,  Central 
Office  Divisions  located  at  the 
General  Services  Building,  18th  and  F 
Sts.  NW.,  Washington,  DC  20405. 
Business  hours  are  8:00-4:30  EST. 

L — General  Coimsel,  (202)  566-1200. 

LL — Deputy  General  Counsel  for  Law, 
(202)  566-0050. 

LA — Administrative  Officer,  (202)  566- 
0681. 

LB — Assistant  General  Counsel,  Public 
Buildings  Division,  (202)  566-0500. 

LC — Assistant  General  Counsel  Claims 
and  Litigation  Division  (202)  566-1594. 
LE — Assistant  General  Counsel 
Preparedness  and  Policy  Division 
(202)  566-0528. 

LM — Assistant  General  Counsel  Labor 
Law  Division  (202)  566-1146. 

LR — Assistant  General  Counsel 
Administration  and  Records  Division 
(202) 566-1460. 

LT — Assistant  General  Counsel 
Regulatory  Law  Division  (202)  566- 
0750. 

LX — Assistant  General  Counsel 
Automated  Data  and 
Telecommunications  Division  (202) 
566-1156. 

Office  of  General  Counsel,  Central 
Office  Division  (Transportation 
Audit),  located  at  425 1  Street  NW, 
Washington,  DC  20406.  Business  hours 
are  7:45-4:15  EST. 

LF — Assistant  General  Counsel 
Transportation  Audit  Division  (202) 
275-6101 

Office  of  General  Counsel,  Central 
Office  Division  (Procurement), 
located  at  Crystal  Mall,  Building  4, 
Room  819,  Washington,  DC  20406. 
Business  hours  are  7:45-4:15  EST. 

LP — Assistant  General  Counsel, 
Procurement  Division,  (202)  557-8417. 
Office  of  General  Counsel,  Regional 
Offices  located  at  National  Capital 
Region — GSA  Regional  Counsel,  7th 
and  D  Streets  SW.,  Washington,  DC 
20407,  (202)  472-1809,  8:15-4:45  EST. 
Region  1 — GSA  Regional  Counsel,  ].  W. 
McCormack  Post  office  and 


Courthouse,  Boston,  MA  02109,  (617) 
223-2621,  8:20^:50  EST. 

Region  2 — GSA  Regional  Counsel,  26 
Federal  Plaza,  New  York,  NY  10007. 
Region  3 — GSA  Regional  Counsel,  9th 
and  Market  Sts.,  Rm.  5214, 
Philadelphia,  PA  19107,  Area  Code 
215-597-1319,  8:00-4:30  EST. 

Region  4 — GSA  Regional  Counsel,  75 
Spring  St,  SW.,  Atlanta,  GA  30303, 
(404)  221-5105,  8:00-4:30  EST. 

Region  5 — GSA  Regional  Coimsel,  230  S. 
Dearborn  Street,  Chicago,  IL  60604, 
(312)  353-5392,  8:30-5:00  CST. 

Region  6 — GSA  Regional  Counsel,  1500 
E.  Bannister  Road,  Kansas  City,  MO 
64131,  (816)  926-7212,  8:00-4:30  CST. 
Region  7 — GSA  Regional  Counsel,  819 
Taylor  Street,  Fort  Worth,  TX  76102, 
(817)  334-2325,  7:45-4:15  CST. 

Region  8 — GSA  Regional  Counsel, 
Building  41,  Denver  Federal  Center, 
Denver,  CO  80225,  (303)  234-3813, 
7:30-4:00  MST. 

Region  9 — GSA  Regional  Counsel,  525 
Market  Street,  San  Francisco,  CA 
94105,  (415)  556-3963,  7:45-4:15  PST. 
Region  10 — GSA  Regional  Counsel,  GSA 
Center,  Auburn,  WA  98002,  (206)  833- 
5225,  7:30-4:00  PST. 

GSA/NARS  1  (23-00-0046) 

SYSTEM  name: 

Researcher  Application  Files,  GSA/ 
NARS. 

SYSTEM  location: 

The  system  is  located  in  the  National 
Archives  Building,  Presidential  libraries, 
Washington  National  Records  Center, 
National  Personnel  Records  Center, 
Federal  Records  Centers,  and  Federal 
archives  and  records  centers.  The 
addresses  are  listed  in  the  appendix, 
following  notice  GSA/NARS  10. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Researchers  who  apply  to  use  records 
in  the  National  Archives.  Presidential 
libraries,  and  records  centers. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM. 

Applications  to  use  records  including 
name,  address,  telephone  number, 
occupation,  research  topic,  education 
level,  and  field  of  interest.  The  records 
are  used  by  officers  and  employees  of 
(SSA  who  have  a  need  for  the  records  in 
the  performance  of  their  duties  to 
identify  and  record  the  individuals  who 
use  records  in  the  National  Archives 
and  other  repositories  listed  above,  to 
provide  a  means  of  contacting  the 
individual  if  additional  information  of 
research  interest  to  him  or  her  is  found, 
and  to  mail  notices  of  events  and 


programs  of  interest  to  users  of  the 
records  in  the  National  Archives. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

44  U.S.C.  2104. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  C,  E, 
and  G,  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  records  in  card  files  and  file 
folders. 

retrievabiuty 

Filed  alphabetically  at  each  location 
by  name  of  individual. 

SAFEGUARDS: 

During  normal  hours  of  operation, 
records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 
of  NARS.  After  hours,  buildiiigs  employ 
security  guards  and/or  doors  are 
secured  and  all  entrances  are  monitored 
by  electronic  surveillance  equipment. 

RETENTION  AND  DISPOSAL: 

Records  are  cut  off  annually,  held  one 
year,  and  retired.  After  14  additional 
years  they  are  destroyed.  These 
procedures  are  in  accordance  with  the 
HB,  GSA  Records  Maintenance  and 
Disposition  System  (OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

-  The  agency  with  overall  responsibility 
for  the  system  of  records  is  the  Archivist 
of  the  United  States,  National  Archives 
Building,  Eighth  and  Pennsylvania 
Avenue,  NW.,  Washington,  DC  20408. 
Officials  responsible  for  the 
geographically  dispersed  system  of 
records  are  the  Assistant  Archivist  for 
the  National  Archives  at  the  National 
Archives  Building,  the  Directors  of  the 
Presidential  Libraries,  The  Directors  of 
the  Federal  Archives  and  Records 
Centers,  and  the  Directors  of  Federal 
Records  Centers  at  the  addresses  listed 
for  these  locations  in  the  appendix 
following  Notice  GSA/NARS  10. 

NOTIFICATION  PROCEDURE: 

Information  may  be  obtained  from  the 
officials  cited  above  at  the  appropiate 
respository  where  individuals  have  used 
records. 

RECORD  ACCESS  PROCEDURES: 

Requests  fi'om  individuals  to  access 
records  should  be  addressed  to  the 
Assistant  Archivist  for  the  National 
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Archives,  the  directors  of  the 
Presidential  libraries,  the  directors  of 
Federal  archives  and  records  centers,  or 
the  directors  of  Federal  records  centers, 
depending  on  where  individuals  have 
used  records.  In  person  requests  may  be 
made  during  business  hours  listed  for 
each  location  in  the  appendix  following 
notice  GSA/NARS 10.  For  written 
requests,  the  individual  should  provide 
full  name,  address,  and  telephone 
number,  and  the  approximate  dates 
records  were  used.  For  personal  visits, 
the  individual  should  be  able  to  provide 
some  acceptable  identification,  such  as 
driver’s  license  or  student  or  employee 
identification.  Only  general  inquiries 
may  be  made  by  telephone. 

CONTESTING  RECORD  PROCEDURES: 

GSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents 
and  appealing  initial  determinations  are 
found  in  41  CFR  105-64. 

RECORD  SOURCE  CATEGORIES: 

Researchers. 

GSA/NARS  2  (23-00-0047) 

SYSTEM  NAME: 

Reference  request  files.  GSA/NARS, 
SYSTSi  location: 

'The  system  is  located  in  the  National 
/Archives  Building,  Presidential  libraries, 
Washington  National  Records  Center. 
National  Personnel  Records  Center, 
Federal  records  centers,  and  Federal 
archives  and  records  centers.  The 
addresses  are  listed  in  the  appendix 
following  notice  GSA/NARS  10. 

CATEGORIES  OP  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Researchers  and  correspondents 
requesting  information  from  the  records 
in  the  National  Archives,  Presidential 
libraries,  and  record  centers. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Correspondence,  reference  service 
slips,  receipts  for  money,  deposit 
account  records,  reproduction  orders, 
reference  logs,  lending  files,  and 
reference  files  pertaining  to  requests  for 
information,  including  all  or  parts  of  the 
following  requester’s  name,  address, 
telephone  number,  occupation,  research 
topic,  education  level,  and  field  of 
interest.  Biographical  material  relating 
to  the  individuals  who  are  the  subject  of 
the  reference  inquiries  may  also  be 
included.  ’The  records  are  used  by 
officers  and  employees  of  GSA  who 
have  a  need  for  the  records  in  the 
performance  of  their  duties  to  record 
individual  requests  for  information  and 
the  responses  to  those  requests;  to 
maintain  control  over  information 


requests  received  and  answered;  to 
enable  later  contact  with  the  requester  if 
required;  to  assist  in  the  preparation  of 
standard  replies  to  similar  questions;  to 
facilitate  preparation  of  statistical  and 
other  reports;  to  establish  researcher 
accountability  for  records;  to  maintain 
control  of  records  being  used;  to  record 
payment  for  reproduction  orders;  and 
funds  placed  on  deposit;  to  record  loans 
of  materials  or  records  from  the  above 
locations;  to  monitor  Freedom  of 
Information  Act  requests  and  prepare 
reports;  and,  when  requested  by  the 
individual  researcher,  to  write 
recommendations  for  researchers  for 
grants  or  employment. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

44  U.S.C.  2104  and  2907. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES. 

The  routine  use  statements  A,  B,  C,  E, 
and  G,  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records. 

POUaES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  records  in  card  files  and  file 
folders. 

RETRIEV  ABILITY: 

Filed  alphabetically  at  each  location 
by  name  of  individual. 

SAFEGUARDS: 

During  normal  hours  of  operation, 
records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 
of  NARS.  After  hours,  buildings  employ 
security  guards  and/or  doors  are 
secured  and  all  entrances  are  monitored 
by  electronic  surveillance  equipment. 

RETENTION  OF  DISPOSAL.’ 

Records  which  are: 

(1)  Created  in  the  administration  of 
loans  of  materials  are  cut  off  after  the 
return  of  the  materials,  held  one  year, 
and  destroyed. 

(2)  Created  in  the  process  of  providing 
reference  service  by  mail  are  cut  off 
annually,  held  two  years,  and  destroyed. 

(3)  Created  in  the  process  of  providing 
records  to  researchers  in  the  National 
Archives  research  rooms  are  cut  off 
annually,  held  one  year  and  retired. 
After  14  additional  years  they  are 
destroyed. 

These  procedures  are  in  accordance 
with  the  HB,  GSA  Records  Maintenance 
and  Disposition  System  (OAD  P  1820.2). 


SYSTEM  MANAOER(S)  AND  ADDRESS: 

The  agency  official  with  overall 
responsibility  for  the  system  of  records 
is  the  Archivist  of  the  United  States, 
National  Archives  Building,  Eighth  and 
Pennsylvania  Ave.  NW.,  Washington, 

DC  20408.  Officials  responsible  for  the 
geographically  dispersed  system  of 
records  are  the  Assistant  Archivist  for 
the  National  Archives  at  the  National 
Archives  Building,  the  Directors  of  the 
Presidential  Libraries,  the  Directors  of 
the  Federal  Archives  and  Records 
Centers,  and  the  Directors  of  Federal 
Records  Centers  at  the  addresses  listed 
for  these  locations  in  the  appendix 
following  notice  GSA/NARS  10. 

NOTIFICATION  PROCEDURE: 

Information  may  be  obtained  from  the 
officials  cited  above  at  the  appropriate 
repository  where  individuals  have  used 
records  or  directed  inquires.  ’The 
addresses  are  listed  in  the  appendix 
following  notice  GSA/NARS  10. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  individuals  to  access 
records  should  be  addressed  to  the 
Assistant  Archivist  for  the  National 
Archives,  the  Directors  of  the 
Presidential  libraries,  the  Directors  of 
Federal  Archives  and  Records  Centers, 
or  the  Directors  of  Federal  Records 
Centers,  depending  on  where 
individuals  used  records  or  directed 
inquiries.  In  person  requests  may  be 
made  during  normal  business  hours 
listed  for  each  location  in  the  appendix 
following  notice  GSA/NARS  10.  For 
written  requests,  the  individual  should 
provide  fuU  name,  address,  and 
telephone  number,  and  the  approximate 
dates  of  the  correspondence  or 
transaction. 

For  personal  visits,  the  individual 
should  be  able  to  provide  some 
acceptable  identification,  such  as 
driver’s  license  or  student  or  employee 
identification.  Only  general  inquiries 
may  be  made  by  telephone. 

CONTESTING  RECORD  PROCEDURES: 

GSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents 
and  appealing  initial  determinations  are 
found  in  41  CFR  105-64, 

RECORD  SOURCE  CATEGORIES: 

Researchers,  correspondents,  and 
employees  of  the  National  Archives. 

GSA/NARS  3  (23-00-0048) 

SYSTEM  NAME: 

Donors  of  historical  materials  files 
GSA/NARS. 
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SYSTEM  LOCATION: 

The  system  is  located  in  the  National 
Archives  Building  and  the  Presidential 
libraries.  The  addresses  are  listed  in  the 
appendix  following  notice  GSA/NARS 
10. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Donors  and  potential  donors  of  papers 
or  other  historical  materials  to  the 
National  Archives  and  Presidential 
libraries. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Correspondence,  deeds  of  gift,  deposit 
agreements,  accession  Hies,  accession 
cards,  administrative  Hies,  inventory  of 
museum  objects,  oral  history  use 
agreements,  tapes,  and  transcripts,  all  of 
which  are  related  to  the  solicitation  and 
preservation  of  donations.  Also  included 
are  biographical  data  on  donors  as  well 
as  their  addresses,  telephone  numbers, 
and  occupations.  The  records  are 
primarily  used  by  officers  and 
employees  of  GSA  who  have  a  need  for 
the  records  in  the  performance  of  their 
duties  to  record  solicitation  efforts  and 
accessioning  of  papers  and  other 
historical  materials  for  preservation  in 
the  above  locations:  to  maintain  control 
over  the  accessions  program;  to 
facilitate  future  solicitations  of  gifts;  to 
record  deeds  of  gift;  and  to  record 
agreements  of  use. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

44  U.S.C.  2107  and  2108. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  uses  of  records  include 
releasing  biographical  material  about 
donors  and  prospective  donors  to  the 
public  as  well  as  the  routine  use 
statements  A,  B,  C,  E,  and  G,  described 
in  the  appendix  following  the  GSA 
notices. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
RETAINING  AND  DISPOSING  OF  RECORDS  IN  THE 
SYSTEM. 

storage: 

Paper  records  in  file  folders;  sound 
recordings. 

retrievability: 

Filed  alphabetically  at  each  location 
by  name  of  individual  donor. 

safeguards: 

Buildings  employ  security  guards,  and 
records  and  other  materials  are 
maintained  in  areas  accessible  only  to 
authorized  personnel  of  NARS. 


RETENTION  AND  DISPOSAL: 

Records  are  permanent.  These 
procedures  are  in  accordance  with  the 
HB,  GSA  Records  Maintenance  and 
Disposition  System  (OAD  P  1820.2). 

SYSTEM  MANAOER(S)  AND  ADDRESS: 

The  agency  official  with  overall 
responsibility  for  the  system  of  records 
is  the  Archivist  of  the  United  States, 
National  Archives  Building,  Eighth  and 
Pennsylvania  Ave.  NW.,  Washington, 

DC  20408.  Officials  responsible  for  the 
geographically  dispersed  system  of 
records  are  the  Assistant  Archivist  for 
the  National  Archives  and  the  Assistant 
Archivist  for  Presidential  Libraries  at 
the  National  Archives  Building,  and  the 
Directors  of  the  Presidential  Libraries. 
The  addresses  are  listed  in  the  appendix 
following  notice  GSA/NARS  10. 

NOTIFICATION  PROCEDURES: 

Information  may  be  obtained  ffom  the 
officials  cited  above  at  the  appropriate 
repository  where  individuals  have 
donated  materials  or  from  which  they 
have  received  requests  for  donations. 
The  addresses  are  listed  in  the  appendix 
following  notice  GSA/NARS  10. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  individuals  to  access 
records  should  be  addressed  to  the 
Assistant  Archivist  for  the  National 
Archives  or  the  Assistant  Archivist  for 
Presidential  Libraries  or  the  directors  of 
Presidential  libraries  depending  on 
which  repository  the  individual  has 
been  associated  with.  In  person  requests 
may  be  made  during  normal  business 
hours  listed  for  each  location  in  the 
appendix  following  notice  GSA/NARS 
10.  For  written  requests,  the  individual 
should  provide  full  name,  address,  and 
telephone  number,  and  the  approximate 
dates  of  the  correspondence  or 
transaction.  For  personal  visits  the 
individual  should  be  able  to  provide 
some  acceptable  identificated  such  as 
driver’s  license,  employee  identification 
card,  etc.  Only  general  inquiries  may  be 
made  by  telephone. 

CONTESTING  RECORD  PROCEDURES: 

GSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents 
and  appealing  initial  determinations  are 
found  in  41  CFR 105-64. 

RECORP  SOURCE  CATEGORIES: 

Donors,  potential  donors,  and 
employees  of  the  National  Archives. 

GSA/NARS  4  (23-00-0049) 

SYSTEM  name: 

National  and  Regional  Archives 
Advisory  Council  files,  GSA/NARS. 


SYSTEM  location: 

The  system  is  located  in  the  National 
Archives  Building,  the  Federal  archives 
and  records  centers,  and  the  regional 
archives  headquarters.  The  addresses 
are  listed  in  the  appendix  following 
notice  GSA/NARS  10. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Former,  current,  and  prospective 
Council  members. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Correspondence  with  and 
biographical  information  about  former, 
current,  and  prospective  Council 
members  including  ail  or  parts  of  the 
following:  name,  address,  telephone 
number,  education,  professional  vita, 
and  publications.  The  records  are  used 
by  officers  and  employees  of  GSA  who 
have  a  need  for  the  records  in  the 
performance  of  their  duties  to  review 
professional  qualifications  of 
prospective  coimcil  members:  to 
document  activities  of  the  Councils 
themselves;  to  conduct  future 
correspondence  with  Council  members; 
to  serve  as  a  mailing  list  with  current 
and  past  members;  to  record  the 
individual  Council  members’  role;  and  to 
help  formulate  Coimcil  policy. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

5  U.S.C.,  Appendix  I,  Section  8. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USE: 

Biographic  material  relating  to 
Council  members  is  made  available  to 
the  public  for  purposes  of  publicizing  the 
membership  and  activities  of  the 
Councils.  Ifre  routine  use  statements  A, 
B,  C,  E,  and  G,  described  in  the 
appendix  following  the  GSA  notices, 
also  apply  to  this  system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  records  in  file  folders. 

RETRIEVABILITY: 

Filed  alphabetically  at  each  location 
by  name  of  individual. 

SAFEGUARDS: 

During  normal  hours  of  operations, 
records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 
of  NARS.  After  hours,  buildings  employ 
security  guards  and/or  doors  are 
secured  and  all  entrances  are  monitored 
by  electronic  surveillance  equipment. 
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RETENTION  AND  DISPOSAL: 

Records  are  cut  oH  after  each  meeting, 
held  five  years,  and  offered  to  the 
National  Archives  (Regional  council 
files  are  destroyed  after  five  years). 

These  procedures  are  in  accordance 
with  the  HB,  GSA  Records  Maintenance 
and  Disposition  System  (OAD  P  1820.2). 

SYSTEM  MANAQER(S)  AND  ADDRESS: 

The  agency  officUd  with  overall 
responsibility  for  the  system  of  records 
is  the  Archivist  of  the  United  States. 
National  Archives  Building,  Eight  and 
Pennsylvania  Avenue  NW.,  Washington, 
DC  20406.  Officials  responsible  for  the 
geographically  dispersed  system  of 
records  are  the  Assistant  Archivist  for 
the  National  Archives  and  the  Assistant 
Archivist  for  Educational  Programs  at 
the  National  Archives  Building,  the 
Directors  of  the  Federal  Archives  and 
Records  Centers  and  the  Assistant 
Regional  Administrators,  NARS.  The 
addresses  are  listed  in  the  appendix 
following  notice  CSA/NARS 10. 

NOTIFICATION  PROCEDURE: 

Information  may  be  obtained  fi'om  the 
officials  cited  above  at  the  appropriate 
location  in  the  region  where  individuals 
serve,  have  served,  or  might  serve  on  the 
Council.  The  addresses  are  listed  in  the 
appendix  following  notice  CSA/NARS 
10. 

RECORDS  ACCESS  PROCEDURES: 

Requests  from  individuals  to  access 
records  should  be  addressed  to  the 
Assistant  Archivist  for  the  National 
Archives  or  to  the  Assistant  Archivist 
for  Educational  Programs,  or  the 
Assistant  Regional  Administrators, 
National  Archives  and  Records  Service, 
depending  on  the  location  of  the  Council 
with  which  the  individual  has  been 
associated.  In  person  requests  may  be 
made  during  normal  business  hours 
listed  for  each  location  in  the  appendix, 
following  Notice  CSA/NARS  10.  For 
written  requests,  the  individual  should 
provide  full  name,  address,  telephone 
number,  and  if  applicable,  dates  of 
service.  For  personal  visits,  the 
individual;  should  be  able  to  provide 
some  acceptable  identification,  such  as 
driver’s  license,  employee  identification 
card,  etc.  Only  general  inquires  may  be 
made  by  telephone. 

CONTESTING  RECORD  PROCEDURES: 

CSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents 
and  appealing  initial  determinations  are 
found  in  41  CFR 105-64. 

RECORD  SOURCE  CATEGORIES: 

Former,  current,  and  prospective 
Council  members,  association  of  Council 


members,  and  employees  of  the 
National  Archives.  '' 

GSA/NARS  5  (23-00-0050) 

SYSTEM  NAME: 

Conference  and  related  activities  files 
CSA/NARS. 

SYSTEM  location: 

The  system  is  located  in  the  National 
Archives  Building,  the  Presidential 
libraries,  Washington  National  Records 
Center,  National  Personnel  Records 
Center,  Federal  records  centers,  the 
Federal  archives  and  records  centers, 
and  NARS  regional  headquarters 
offices.  The  addresses  are  listed  in  the 
appendix  following  notice  CSA/NARS 
10. 


categories  of  mOIVIOUALS  COVERED  BY  THE 
system: 

Participants  or  potential  participants 
in  symposia,  conferences,  lectures,  etc. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Biographical  information  about 
individuals  involved  in  these  activities 
including  the  individuals  name,  address, 
telephone  number,  area  of  expertise, 
research  interest,  occupation,  education, 
and  publications.  The  records  are  used 
by  officers  and  employees  of  CSA  who 
have  a  need  for  the  records  in  the 
performance  of  their  duties  in  the 
various  archival  programs  indicated 
above;  to  provide  a  record  of  previous 
activities;  to  promote  the  use  of  archival 
materials;  to  provide  mailing  lists;  to 
facilitate  publication  pf  the  activity’s 
proceedings;  and  to  register  persons 
attending  the  activity. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

44  U.S.C.  2105. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  C,  E, 
and  C,  described  in  the  appendix 
following  the  CSA  notices,  apply  to  this 
system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  records  in  card  files  and  file 
folders. 

RETRIEV  ability: 

Filed  alphabetically  at  each  location 
by  name  of  individual. 

SAFEGUARDS: 

During  normal  hours  of  operations, 
records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 


of  NARS.  After  hours,  buildings  employ 
security  guards  and/or  doors  are 
secured  and  all  entrances  are  monitored 
by  electronic  surveillance  equipment. 

RETENTION  AND  DISPOSAU 

Records  are  cut  off  after  the  event, 
held  for  one  year,  and  destroyed.  These 
procedures  are  in  accordance  with  the 
HB,  CSA  Records  Maintenance  and 
Disposition  System  (OAD  P  1820.2) 

SYSTEM  MANAOER(S)  AND  ADDRESS: 

The  agency  official  with  overall 
responsibility  for  the  system  of  records 
is  the  Archivist  of  the  United  States, 
National  Archives  Building,  Eighth  and 
Pennsylvania  Ave.  NW.,  Washington, 

DC  20408.  Officials  responsible  for  the 
geographically  dispersed  system  of 
records  are  the  Assistant  Archivist  for 
the  National  Archives  and  the  Assistant 
Archivist  for  Educational  Programs  at 
the  National  Archives  Building,  the 
directors  of  the  Presidential  Libraries, 
the  directors  of  Federal  Records 
Centers,  and  the  Assistant  Regional 
Administrators.  National  Archives  and 
Records  Service.  The  addresses  are 
listed  in  the  appendix  following  notice 
CSA/NARS  10. 

NOTIFICATION  PROCEDURE: 

Information  may  be  obtained  from  the 
officials  cited  above  at  the  appropriate 
location  which  sponsored  the  activity 
which  the  individual  attended  or  in 
which  he  or  she  participated.  The 
addresses  are  listed  in  the  appendix 
following  notice  CSA/NARS  10. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  individuals  to  access 
records  should  be  addressed  to  the 
Assistant  Archivist  for  the  National 
Archives,  the  Assistant  Archivist  for 
Educational  Programs,  the  directors  of 
Presidential  libraries,  the  directors  of 
Federal  records  centers,  or  the  Assistant 
Regional  Administrators,  National 
Archives  and  Records  Service.  In  person 
requests  may  be  made  during  normal 
working  hours  listed  for  each  location  in 
the  appendix  following  notice  CSA/ 
NARS  10.  For  written  requests,  the 
individual  should  provide  full  name, 
address,  telephone  number,  and  the 
dates  of  activity.  For  personal  visits,  the 
individual  should  be  able  to  provide 
some  acceptable  identification  such  as  a 
driver’s  license  or  an  employee 
identification  card.  Only  general 
inquiries  may  be  made  by  telephone. 

CONTESTING  RECORD  PROCEDURES: 

CSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents 
and  appealing  initial  determinations  are 
found  in  41  CFR  105-64. 
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RECORD  SOURCE  CATEGORIES: 

Participants,  attendees,  and 
employees  of  the  National  Archives. 

GSA/NARS  6  (23-00-0051) 

SYSTEM  NAME: 

Mailing  list  files,  GSA/NARS. 

SYSTEM  location: 

The  system  is  located  in  the  National 
Archives  Building,  Presidential  libraries, 
Washington  National  Records  Center, 
National  Personnel  Records  Center, 
Federal  records  centers.  Federal 
archives  and  records  centers,  and  NARS 
regional  headquarters  offices.  The 
addresses  are  listed  in  the  appendix 
following  notice  GSA/NARS  10. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Researchers,  tourists,  government 
officials,  professional  colleagues, 
professionals  in  related  fields,  such  as 
librarians,  teachers,  associates  of  the 
National  Archives  and  others  with  an 
interest  in  National  Archives  activities. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Mailing  lists  include  primarily  the 
individual’s  name  and  address.  Some 
lists  also  include  telephone  number, 
title,  occupation,  institutional  affiliation 
and  in  the  case  of  associates,  type  of 
membership.  Records  are  used  by 
officers  and  employees  of  GSA  who 
have  a  need  for  the  records  in  the 
performance  of  their  duties,  to  address 
newsletters,  announcements,  programs, 
and  material  about  special  events;  to  bill 
researchers  for  reproduction  orders;  and 
to  mail  press  releases  and  other 
information. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

44  U.S.C.  2105,  2108,  2307,  2902,  and 
2904. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Where  the  proposed  use  is  compatible 
with  the  purpose  for  which  the  mailing 
list  was  compiled,  copies  of  the  lists  are 
occasionally  provided  to  archival, 
historical,  and  records  management 
associations  whose  purposes  relate  to 
the  programs  and  aims  of  the  National 
Archives  and  Records  Service.  The 
routine  use  statements  A,  E,  and  G, 
described  in  the  appendix  following  the 
GSA  notices,  also  apply  to  this  system 
of  records. 


POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  records  in  card  files,  index 
cards,  address  plates,  magnetic  cards, 
punch  cards,  cassettes,  and  magnetic 
tape. 

RETRIEV  ability: 

Filed  alphabetically  at  each  location 
by  name  of  individual. 

safeguards: 

During  normal  hours  of  operation, 
records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 
of  NARS.  After  hours,  buildings  employ 
security  guards  and/or  doors  are 
secured  and  all  entrances  are  monitored 
by  electronic  surveillance  equipment. 

RETENTION  AND  DISPOSAL: 

Lists  are  reviewed  annually  and 
updated.  Outdated  information  is 
purged.  These  procedures  are  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

The  agency  official  with  overall 
responsibility  for  the  system  of  records 
is  the  Archivist  of  the  United  States, 
National  Archives  Building,  Eighth  and 
Pennsylvania  Ave.  NW.,  Washington, 

DC  20408.  Officials  responsible  for  the 
geographically  dispersed  system  of 
records  are  the  Assistant  Archivist  for 
the  National  Archives,  the  Assistant 
Archivist  for  Presidential  Libraries,  the 
Assistant  Archivist  for  Educational 
Programs  and  the  Assistant  Archivist  for 
Records  Management,  all  located  in  the 
National  Archives  Building.  Other 
officials  are  the  directors  of  the 
Presidential  libraries,  the  directors  of 
federal  records  centers,  directors  of 
Federal  archives  and  records  centers, 
and  the  Assistant  Regional 
Administrator,  National  Archives  and 
Records  Service.  The  addresses  for 
these  locations  are  listed  in  the 
appendix  following  notice  GSA/NARS 
10. 

NOTIFICATION  PROCEDURES: 

Information  may  be  obtained  from  the 
officials  cited  above  at  the  appropriate 
location  in  which  the  individual  has 
expressed  an  interest  or  in  which  he  or 
she  has  a  potential  interest.  The 
addresses  are  listed  in  the  appendix 
following  notice  GSA/NARS  10. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  individuals  to  access 
records  should  be  addressed  to  the 
Assistant  Archivist  for  the  National 
Archives,  the  Assistant  Archivist  for 


Presidential  Libraries,  the  Assistant 
Archivist  for  Educational  Programs,  the 
Assistant  Archivist  for  Records 
Management,  the  directors  of  the 
Presidential  libraries,  the  directors  of 
the  Federal  records  centers,  or  the 
Assistant  Regional  Administrator, 
National  Archives  and  Records  Service, 
depending  on  which  archives  activity 
the  individual  expressed  an  interest  in. 

In  person  requests  may  be  made  during 
normal  business  hours  listed  for  each 
location  in  the  appendix  following 
notice  GSA/NARS  10.  For  written 
requests,  the  individual  should  provide 
full  name,  address,  and  telephone 
number,  and  the  approximate  date  of 
communication  with  the  repository.  For 
personnel  visits,  the  individual  should 
be  able  to  provide  some  acceptable 
identification,  such  as  a  driver’s  license 
or  employee  identification  card.  Only 
general  inquiries  may  be  made  by 
telephone. 

CONTESTING  RECORD  PROCEDURES: 

GSA/NARS  rules  for  access  to 
records,  for  contesting  the  contents,  and 
for  appealing  initial  determinations  are 
found  in  41  CFR  105-64. 

RECORD  SOURCE  CATEGORIES: 

Individuals  expressing  an  interest  in 
archives  activities  and  NARS 
employees. 

GSA/NARS  7  (23-00-0052) 

SYSTEM  NAME: 

Mandatory  review  of  classified 
documents/request  files,  GSA/NARS. 

SYSTEM  LOCATION: 

The  system  is  located  in  the  National 
Archives  Building,  Presidential  libraries; 
Washington  National  Records  Center, 
Federal  records  centers,  and  Federal 
archives  and  records  centers.  The 
addresses  are  listed  in  the  appendix 
following  GSA  notice  GSA/NARS  10. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Researchers  requesting  mandatory 
review  of  security  classified  documents. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Applications  requesting  mandatory 
review  of  classified  documents  including 
requestor’s  name,  address,  telephone 
number,  occupation,  employer,  and 
research  topic.  Records  are  used  by 
officers  and  employees  of  GSA  who 
have  a  need  for  the  records  in  the 
performance  of  their  duties  to  record 
requests  for  access  to  security-classified 
records;  to  record  status  of  each 
mandatory  review  request;  to  assist  in 
preparation  of  monthly  reports  on 
mandatory  declassification  review 
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requests:  and  to  record  action  taken  on 
requests. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

Executive  Order  11652,  June  1, 1972. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDINQ  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A.  B,  C,  E, 
and  G.  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  records  in  card  files  and  Hie 
folders. 

retrievabiuty: 

Filed  alphabetically  at  each  location 
by  name  of  individual. 

SAFEGUARDS: 

During  normal  hours  of  operation, 
records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 
of  NARS.  After  hours,  buildings  employ 
security  guards  and/or  doors  are 
secured  and  all  entrances  are  monitored 
by  electronic  surveillance  equipment. 

RETENTION  AND  DISPOSAU 

Records  are  cut  off  annually,  held  one 
year,  and  retired.  After  14  additional 
years  they  are  destroyed.  These 
procedures  are  in  accordance  with  the 
HB,  GSA  Records  Maintenance  and 
Disposition  System  (OAD  P  1820.2). 

SYSTEM  MANAOER(8)  AND  ADDRESS: 

The  agency  official  with  overall 
responsibility  for  the  system  of  records 
is  the  Archivist  of  the  United  States, 
National  Archives  Building,  Eighth  and 
Pennsylvania  Ave.  N.W.,  Washington, 
DC  20408.  OfHcials  responsibile  for  the 
geographically  dispersed  system  of 
records  are  the  Assistant  Archivist  for 
the  National  Archives  at  the  National 
Archives  Building,  the  Directors  of  the 
Presidential  Libraries,  the  Directors  of 
the  Federal  Archives  and  Records 
Centers,  and  the  Directors  of  Federal 
Records  Centers  at  the  addresses  listed 
for  these  locations  in  the  appendix 
following  notice  GSA/NARS 10. 

NOTIFICATION  PROCEDURE: 

Information  may  be  obtained  from  the 
ofHcials  cited  above  at  the  appropriate 
repository  where  individuals  have 
requested  mandatory  review  of 
classified  records.  The  addresses  are 
listed  in  the  appendix  following  notice 
GSA/NARS  la 


RECORD  ACCESS  PROCEDURES: 

Requests  from  individuals  to  access 
records  should  be  addressed  to  the 
Assistant  Archivist  for  the  National 
Archives,  the  directors  of  the 
Presidential  libraries,  directors  of 
Federal  archives  and  records  centers, 
and  the  directors  of  the  Federal  records 
centers,  depending  on  where  the 
individual  requested  the  mandatory 
review.  In  person  requests  may  be  made 
during  normal  business  hours  listed  for 
each  location  in  the  appendix  following 
notice  GSA/NARS  10. 

For  written  requests,  the  individual 
should  provide  full  name,  address, 
telephone  number,  and  the  approximate 
dates  research  was  conducted.  For 
personal  visits,  the  individual  should  be 
able  to  provide  some  acceptable 
identification.  Only  general  inquiries 
may  be  made  by  telephone. 

CONTESTING  RECORD  PROCEDURES: 

GSA/NARS  rules  for  access  to 
records,  for  contesting  the  contents,  and 
for  appealing  initial  determinations  are 
found  in  41  CFR 105-64. 

RECORD  SOURCE  CATEGORIES: 

Researchers  who  have  requested 
mandatory  review  of  records. 

GSA/NARS  8  (23-00-53) 

SYSTEM  name: 

Restricted  and  classified  records/ 
access  authorization  files,  GSA/NARS. 

SYSTEM  location: 

The  system  is  located  in  the  National 
Archives  Building,  Presidential  libraries. 
Washington  National  Records  Center, 
National  Personnel  Records  Center, 
Federal  records  centers,  and  Federal 
archives  and  records  centers.  The 
addresses  are  listed  in  the  appendix 
following  notice  GSA/NARS  10. 

categories  of  individuals  covered  by  the 
system: 

Researchers  who  apply  to  use  agency- 
restricted  or  classified  records  in  the 
National  Archives,  Presidential 
libraries,  and  records  centers. 

categories  of  records  in  the  system: 

Applications  and  letters  of 
authorization  to  use  restricted/classified 
records,  including  name,  address, 
telephone  number,  occupation, 
employer,  security  clearance,  social 
security  number,  date  and  place  of  birth, 
purpose,  field  of  interest,  citizenship, 
intention  to  publish,  and  type  of 
publication.  Records  are  used  by  officers 
and  employees  of  GSA  who  have  a  need 
for  the  records  in  the  performance  of 
their  duties  to  control  access  to 
restricted  materials;  to  maintain  a 


record  of  requests  for  access;  and  to 
authorize  access  to  restricted/classified 
matter. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

44  U.S.C.  2104. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM.  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  uses  of  records  include 
disclosing  records  to  officials  of  the 
agencies  whose  records  are  restricted  as 
well  as  the  routine  use  statements,  A.  B. 
C.  E,  and  G,  described  in  the  appendix 
following  the  GSA  notices. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM: 

STORAGE: 

Paper  records  in  card  files  and  file 
folders. 

RETRIEVABIUTY: 

Filed  alphabetically  at  each  location 
by  name  of  individual. 

SAFEGUARDS: 

During  normal  hours  of  operation, 
records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 
of  NARS.  After  hours,  buildings  employ 
security  guards  and/or  doors  are 
secured  and  all  entrances  are  monitored, 
by  electronic  surveillance  equipment. 

RETENTION  AND  DISPOSAU  ' 

Records  relating  to  private  individuals 
requesting  access  are  cut  off  annually, 
held  one  year,  and  retired.  After  14 
additional  years  they  are  destroyed. 
Records  relating  to  agency  officials 
requesting  access  are  destroyed  on 
supersession  or  obsolescence  of  the 
authorization  document,  or  on  transfer 
or  separation  of  the  individual 
concerned.  These  procedures  are  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAOER(S)  AND  ADDRESS: 

The  agency  official  with  overall 
responsibility  for  the  system  of  records 
is  the  Archivist  of  the  United  States, 
National  Archives  Building,  Eighth  and 
Pennsylvania  Aye.  NW.,  Washington. 

DC  20408.  Officials  responsible  for  the 
geographically  dispersed  system  of 
records  are  the  Assistant  Archivist  for 
the  National  Archives  at  the  National 
Archives  Building,  the  Directors  of  the 
Federal  Archives  and  Records  Centers, 
and  the  Directors  of  Federal  records 
Centers  at  the  addresses  listed  for  these 
locations  in  the  appendix  following 
notice  GSA/NARS  10. 
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NOTIFICATION  PROCEDURE: 

Information  may  be  obtained  from  the 
officials  cited  above  at  the  appropriate 
repository  where  individuals  have 
applied  for  access  to  records.  The 
addresses  are  listed  in  the  appendix, 
following  notice  GSA/NARS  10. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  individuals  to  access 
records  should  be  addressed  to  the 
Assistant  Archivist  for  the  National 
Archives,  the  directors  of  the 
Presidential  libraries,  directors  of 
Federal  archives  and  records  centers,  or 
the  directors  of  the  Federal  records 
centers,  depending  on  where  the 
individual  submitted  his  or  her 
application  for  access  to  the  records.  In 
person  requests  may  be  made  during 
normal  business  hours  listed  for  each 
location  in  the  appendix  following 
notice  GSA/NARS  10.  For  written 
requests,  the  individual  should  provide 
full  name,  address,  telephone  number, 
and  the  approximate  dates  the 
application  was  made.  For  personal 
visits,  the  individual  should  be  able  to 
provide  some  acceptable  identification, 
such  as  a  driver’s  license  or  employee 
identifcation  card.  Only  general 
inquiries  may  be  made  by  telephone. 

CONTESTING  RECORD  PROCEDURES: 

GSA/NARS  rules  for  access  to 
records  and  for  contesting  the  contents 
and  appealing  initial  determinations  are 
found  in  41  CFR 105-64. 

RECORD  SOURCE  CATEGORIES: 

Researchers  and  agency  officials. 

GSA/NARS  9  (23-00-0054) 

SYSTEM  name: 

Authors  files,  GSA/NARS. 

SYSTEM  location: 

The  system  is  located  in  the  National 
Archives  Building,  the  Presidential 
libraries,  and  the  Federal  archives  and 
records  centers.  The  addresses  are 
listed  in  the  appendix  following  notice 
GSA/NARS  10. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Authors,  whose  publications  are 
based  on  National  Archives  holdings, 
authors  who  have  submitted 
manuscripts  which  have  been  published 
or  considered  for  publications  in 
Prologue:  The  Journal  of  the  National 
Archives. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Biographical  information  about  the 
authors  including  such  information  as 
name,  address,  telephone  number, 
occupation,  education,  and  research 


interests,  and  manuscript  copies  of 
writtings.  Records  are  used  by  offcers 
and  employees  of  GSA  who  have  a  need 
for  the  records  in  the  performance  of 
their  duties  to  provide  an  indication  of 
specific  areas  of  interest  in  archival 
holdings  and  the  extent  to  which  the 
scholarly  commimity  relies  on  National 
Archives  holdings  as  primary  source 
material;  and  to  maintain  a  record  of 
manuscripts  which  Prologue  has 
rejected  or  accepted  and  published. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

44  U.S.C.  2307. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  C,  E. 
and  G,  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

retrievabiuty: 

Filed  alphabetically  at  each  location 
by  name  of  individual. 

safeguards: 

During  normal  hours  of  operations, 
records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 
of  NARS.  After  hours,  buildings  employ 
security  guards  and/or  doors  are 
secured  and  all  entrances  are  monitored 
by  electronic  surveillance  equipment. 

RETENTION  AND  DISPOSAL: 

Records  are  cut  off  annually,  held  two 
years,  and  retired.  These  procedures  are 
in  accordance  with  the  HB,  GSA 
Records  Maintenance  and  Disposition 
System  (OAD  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

The  agency  ofiicial  with  overall 
responsibility  for  the  system  of  records 
is  the  Archivist  of  the  United  States, 
National  Archives  Building,  Eighth  and 
Pennsylvania  Ave.  NW.,  Washington, 
DC  20408.  Officials  responsible  for  the 
geographically  dispersed  system  of 
records  are  the  Assistant  Archivist  for 
the  National  Archives  and  the  Assistant 
Archivist  for  Educational  Programs  at 
the  National  Archives  Building,  the 
directors  of  the  Presidential  libraries, 
and  the  directors  of  the  Federal  archives 
and  records  centers.  The  addresses  are 
listed  in  the  appendix  following  notice 
GSA/NARS  10. 

NOTIFICATION  PROCEDURE: 

Information  may  be  obtained  from  the 
officials  cited  above  at  the  appropriate 
repository  where  individuals  have  used 


records  or  submitted  manuscripts  for 
publication.  The  addresses  are  listed  in 
the  appendix  following  notice  GSA/ 
NARS  10. 

RECORDS  ACCESS  PROCEDURES: 

Requests  for  individuals  to  access 
records  should  be  addressed  to  the 
Assistant  Archivist  for  the  National 
Archives,  the  Assistant  Archivist  for 
Educational  Programs,  the  directors  of 
the  Presidential  libraries,  or  the 
directors  of  Federal  archives  and 
records  centers.  In  person  requests  may 
be  made  during  normal  business  hours 
listed  for  each  location  in  the  appendix 
following  notice  GSA/NARS  10.  For 
written  requests,  the  individual  should 
provide  full  name,  address,  telephone 
number,  and  the  title  of  his  or  her 
publication.  For  personal  visits,  the 
individuals  should  be  able  to  provide 
some  acceptable  identification  such  as  a 
driver’s  license  or  an  employee 
identification  card.  Only  general 
inquiries  may  be  made  by  telephone. 

CONTESTING  RECORD  PROCEDURES: 

GSA/NARS  rules  for  access  to 
records,  for  contesting  the  contents,  and 
appiealing  initial  determinations  are 
found  in  41  CFR  105-64. 

RECORD  SOURCE  CATEGORIES: 

Authors  and  National  Archives 
employees. 

Appendix:  GSA/NARS  Addresses  of 
Locations,  Telephone  Numbers,  and 
Business  Hours 

National  Archives  Building,  Eighth  and 
Pennsylvania  Avenue  NW., 
Washington,  DC  20408,  telephone 
(202)  655-4000,  hours:  8:45  a.m.  to  5:15 
p.m.  (Monday  thru  Friday). 

Presidential  Libraries 

Herbert  Hoover  Library,  South  Downey 
Street,  West  Branch,  LA  52358, 
telephone  (319)  643-5301,  hours:  9:00 
a.m.  to  5:00  p.m.  (Monday  through 
Friday). 

Franklin  D.  Roosevelt  Library,  Albany 
Post  Road,  Hyde  Park,  NY  12538, 
telephone  (914)  229-8114,  hours:  9:00 
a.m.  to  5:00  p.m.  (Monday  thru  Friday). 
Harry  S.  Truman  Library.  Highway  24  at 
Delaware  Street,  Independence,  MO 
64050,  telephone  (816)  833-14(X),  hours: 
9:00  a.m.  to  5:00  p.m.  (Monday  through 
Friday). 

Dwight  D.  Eisenhower  Library,  South 
East  Fourth  Street,  Abilene,  KS  67410, 
telephone  (913)  263-4751,  hours:  9:(X) 
a.m.  to  5:00  p.m.  (Monday  through 
Friday). 

John  F.  Kennedy  Library,  Morrissey 
Boulevard,  Columbia  Point,  Boston, 
MA  02125,  telephone  (617)  929-4500, 
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hours:  8:30  a.m.  to  5:00  p.m.  (Monday 
through  Friday). 

Lyndon  B.  Johnson  Library,  2313  Red 
River,  Austin,  TX  78705,  telephone 
(512)  397-5137,  hours:  9:00  a.m.  to  5:00 
p.m.  (Monday  through  Friday). 

Washington  National  Records  Center, 
4205  Suitland  Road,  Suitland,  MD — 
Mailing  address:  General  Services 
Administration,  Washington  National 
Records  Center,  Washington,  DC 
20409. 

National  Personnel  Records  Center 
(Military  Personnel  Records),  9700 
Page  Boulevard,  Overland,  MO  63132, 
telephone  (314)  268-7246,  hours:  7:30 
a.m.  to  4:00  p.m.  (Monday  through 
Friday). 

Civilian  Personnel  Records,  111 
Winnebago  Street,  St.  Louis,  MO 
63118,  telephone  (314)  425-5772,  hours: 
7:30  a.m.  to  4:00  p.m.  (Monday  through 
Friday). 

Federal  Records  Centers 

Defense  Activities,  Building  308, 
MecKanicsburg.  PA  17055,  telephone 
(717)  790-3477,  hours:  7:30  a.m.  to  4:00 
p.m.  (Monday  through  Friday). 

3150  Bertwynn  Drive,  Dayton,  OH  45439, 
telephone  (513)  225-2878,  hours:  7:30  ' 
a.m.  to  4:00  p.m.  (Monday  through 
Friday). 

Federal  Archives  and  Records  Centers 

380  Trapelo  Road,  Waltham,  MA  02154, 
telephone  (617)  223-2657,  hours:  8:00 
a.m.  to  4:30  p.m.  (Monday  through 
Friday). 

Military  Ocean  Terminal,  Building  22, 
Bayonne,  NJ  07002,  telephone  (201) 
645-6455,  hours:  8:00  a.m.  to  4:30  p.m. 
(Monday  through  Friday). 

5000  Wissahickon  Avenue,  Philadelphia. 
PA  19144,  telephone  (215)  951-5591, 
hours:  7:30  a.m.  to  4:00  p.m.  (Monday 
through  Friday). 

1557  St.  Joseph  Avenue,  East  Point,  GA 
30344,  telephone  (404)  763-7476,  hours: 
8:00  a.m.  to  5:00  p.m.  (Monday  through 
Friday). 

7358  South  Pulaski  Road,  Chicago,  IL 
60629,  telephone  (312)  353-0164,  hours: 
8:00  a.m.  to  4:30  p.m.  (Monday  through 
Friday). 

2306  East  Bannister  Road,  Kansas  City, 
MO  64131,  telephone  (816)  926-7271, 
hours:  8:00  a.m.  to  4:30  p.m.  (Monday 
through  Friday). 

4900  Hemphill  Street,  Mailing  address: 
P.O.  Box  6216,  Fort  Worth,  TX  76115, 
telephone  (817)  334-5515,  hours:  8:00 
a.m.  to  4:30  p.m.  (Monday  through 
Friday). 

Building  48,  Denver  Federal  Center, 
Denver,  CO  80225,  telephone  (303) 


234-5271,  hours:  7:30  a.m.  to  4:00  p.m. 
(Monday  through  Friday). 

1000  Commodore  Drive,  San  Bruno,  CA 
94068,  telephone  (415)  876-9003,  hours: 
8:00  a.m.  to  4:30  p.m.  (Monday  through 
Friday). 

24000  Avila  Road,  Laguna  Niguel,  CA 
92677,  telephone  (714)  831-4220,  hours: 
8:00  a.m.  to  4:30  p.m.  (Monday  through 
Friday). 

6125  Sand  Point  Way,  Seattle,  WA 
98115,  telephone  (206)  442-4502,  hours: 
8:00  a.m.  to  4:30  p.m.  (Monday  through 
Friday). 

National  Archives  and  Records 

Service — Regional  Offices 

General  Services  Administration, 
McCormick  Post  Office  and 
Courthouse,  Boston,  MA  02109, 
telephone  (202)  472-1223,  hours:  8:15 
a.m.  to  4:45  p.m.  (Monday  through 
Friday). 

General  Services  Administration,  26 
Federal  Plaza,  New  York,  NY  10007, 
telephone  (212)  264-3514,  hours:  8:15 
a.m.  to  4:45  p.m.  (Monday  through 
Friday). 

General  Services  Administration,  Room 
7016,  7th  &  D  Streets  SW., 

Washington,  DC  20407,  telephone 
(202)  472-1223,  hours:  8:15  a.m.  to  4:45 
p.m  (Monday  through  Friday). 

General  Services  Administration,  75 
Spring  Street  SW.,  Atlanta,  GA  30303, 
telephone  (404)  221-5124,  hours:  7:45 
a.m.  to  4:30  p.m.  (Monday  through 
Friday). 

General  Services  Administration,  819 
Taylor  Street,  Fort  Worth,  TX  76102, 
telephone  (817)  334-2759,  hours:  7:45 
a.m.  to  4:15  p.m.  (Monday  through 
Friday). 

General  Services  Administration,  525 
Market  Street,  San  Francisco,  CA 
94105,  telephone  (415)  556-2782,  hours: 
8:00  a.m.  to  4:30  p.m.  (Monday  through 
Friday). 

GSA/REQADM  3  (23-00-0070) 

SYSTEM  NAME: 

Biographical  sketches. 

SYSTEM  location: 

This  system  is  located  in  the  offices  of 

the  Regional  Administrators  at  the 

addresses  listed  below: 

GSA  National  Capitol  Region,  Office  of 
the  Regional  Administrator  (WA),  7th 
and  D  Streets  SW.,  Washington,  DC 
20407. 

GSA  Region  4,  Office  of  the  Regional 
Administrator  (4A),  75  Spring  St.  SW.. 
Atlanta,  GA  30303. 

GSA  Region  6,  Office  of  the  Regional 
Administrator  (6A),  1500  East 


Bannister  Road,  Kansas  City,  MO 
64131. 

Region  7,  Fort  Worth  Business  Service 
Center  (7X),  819  Taylor  Street,  Fort 
Worth.  TX  76102. 

GSA  Region  8,  OfHce  of  the  Regional 
Administrator  (8A),  Building  41. 
Denver  Federal  Center,  Denver,  CO 
80225. 

GSA  Region  9,  Office  of  the  Regional 
Administrator  (9A),  525  Market  Street, 
San  Francisco,  CA  94105. 

GSA  Region  10,  Office  of  the  Regional 
Administrator  (lOA),  GSA  Center, 
Auburn,  WA  98002. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Individuals  include  GSA  and  other 
Federal  government  officials. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  consist  of  biographical 
sketches  of  GSA  and  other  Federal 
government  officials.  Records  are  used 
by  the  Regional  Administrator  and  his 
or  her  staff  for  the  purpose  of  preparing 
introductions  for  GSA  and  other  Federal 
government  officials  for  speeches,  and 
public  relations. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

Title  5.  U.S.C.  Section  301. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OP 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  C.  D, 
and  E,  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  records  in  file  folders. 

RETRIEV  ABILITY: 

Filed  alphabetically  by  name. 

safeguards: 

Access  limited  to  official  use  only  on 
a  need-to-know  basis. 

RETENTION  AND  DISPOSAU 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAOER(S)  AND  ADDRESS: 

The  officials  responsible  for  the 
system  of  records  are  the  Regional 
Administrators  at  the  addresses  listed 
above. 
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NOTIFICATION  PROCEDURE: 

Information  may  be  obtained  from  the 
Regional  Administrators  at  the 
addresses  listed  above. 

RECORD  ACCESS  PROCEDURES: 

Requests  to  access  records  may  be 
directed  to  the  Regional  Administrators 
at  the  addresses  listed  above,  in 
accordance  with  the  GSA  rules  as 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

CONTESTING  RECORDS  PROCEDURES: 

GSA  rules  for  access  to  systems  of 
records,  contesting  the  contents  of  a 
system  of  records  and  appealing  initial 
determinations  are  promulgated  in  41 
CFR  105-64,  published  in  the  Federal 
Register. 

RECORD  SOURCE  CATEGORIES: 

Public  information,  the  individuals 
themselves,  or  news  releases. 

GSA/REGADM  4  (23-00-0071) 

SYSTEM  NAME: 

Official  Correspondence  Files. 

SYSTEM  location: 

The  system  is  located  in  the  offices  to 
the  Regional  Administrators  listed 
below: 

GSA  Region  4,  Office  of  Regional 
Administrator  (4A),  75  Spring  St.  SW., 
Atlanta,  GA  30303. 

GSA  Region  6,  Office  of  the  Regional 
Administrator  (6A),  1500  East 
Bannister  Road,  Kansas  City,  MO 
64131. 

GSA  Region  7,  Office  of  the  Regional 
Administrator  (7 A),  819  Taylor  Street, 
Fort  Worth,  TX  76102. 

GSA  Region  8,  Office  of  the  Regional 
Administrator  (8A),  Building  41, 
Denver  Federal  Center,  Denver,  CO 
80225. 

GSA  Region  9,  Office  of  the  Regional 
Administrator  (9A),  525  Market  Street, 
San  Francisco,  CA  94105. 

GSA  Region  10,  Office  of  the  Regional 
Administrator  flOA),  GSA  Center, 
Auburn,  WA  98002. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Individuals  include  those 
corresponding  with  the  Regional 
Administrators  regarding  savings  bond 
campaigns,  employees  receiving  letters 
of  appreciation  and  commendation, 
members  of  Congress,  mayors  and  their 
staffs,  and  other  individuals. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  consist  of  incoming 
correspondence,  background  material, 
and  outgoing  correspondence  to 


individuals  described  in  the  system.  The 
system  is  used  as  a  record  of 
correspondence  received  by  the  offices 
of  the  Regional  Administrators  and  as  a 
reference  in  preparing  and  replying  to 
immediate  and  future  correspondence. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

Title  5,  U.S.C.  Section  301. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  C,  E, 
and  G,  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  records  in  file  folders. 

RETRIEV  ability: 

Filed  alphabetically  by  name  of  the 
individual  or  firm. 

SAFEGUARDS: 

Access  limited  to  Regional 
Administrator  and  staff  for  official  use 
only  on  a  need-to-know  basis. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

The  officials  responsible  for  the 
system  of  records  are  the  Regional 
Administrators  at  the  addresses  listed 
above. 

NOTIFICATION  PROCEDURE: 

Information  may  be  obtained  from  the 
Regional  Administrators  at  the 
addresses  listed  above. 

RECORD  ACCESS  PROCEDURES: 

Requests  to  access  records  may  be 
directed  to  the  Regional  Administrators 
at  the  addresses  listed  above,  in 
accordance  with  the  GSA  rules  as 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  systems  of 
records,  contesting  the  contents  of  a 
system  of  records,  and  appealing  initial 
determinations  are  promulgated  in  41 
CFR  105-64,  published  in  the  Federal 
Register. 

RECORD  SOURCE  CATEGORIES: 

The  actual  correspondence  and 
agency  records. 


GSA/REGADM  6  (23-00-0102) 

SYSTEM  NAME: 

Council  of  Governments  Carpool 
System,  GSA/Region  3. 

SYSTEM  LOCATION: 

Public  Buildings  Service  (WP),  GSA 
Regional  Office  Building,  &  D  Sts. 
SW.,  Washington,  DC  20407. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Federal  employees  in  the  Washington, 
DC  metropolitan  area  who  voluntarily 
participate  in  the  system. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Carpool  applications  which  include 
the  name,  home  address,  and  business 
address  of  the  person  interested  in 
joining  a  carpool;  individual  lists  which 
include  names  and  business 
information;  and  master  lists  which 
include  all  the  information  solicited. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

Federal  Property  and  Administrative 
Services  Act  of  1949,  as  amended  and 
Air  Pollution  Prevention  and  Control 
Act,  42  U.S.C.,  Chap.  15B. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SU^  USES: 

Employee  applications  are  collected 
by  Federal  agencies  and  transferred 
without  processing  to  GSA.  GSA 
transfers  the  applications  without 
processing  to  COG.  COG  transcribes  the 
data  on  the  applications  to  machine- 
readable  form  for  computer  processing. 
Computerized  individual  lists  and 
master  lists  are  prepared  showing 
compatible  carpool  participants.  The 
individual  lists  are  sent  from  COG, 
through  GSA,  to  employer  agencies  for 
distribution  to  the  participating 
employees.  The  masterlists  are  retained 
by  COG  and  GSA.  The  routine  use 
statements  A,  B,  and  C,  described  in  the 
appendix  following  the  GSA  notices, 
also  apply  to  this  system  of  records. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Carpool  applications  are  on  paper 
forms.  Individual  and  master  carpool 
lists  are  computer  printouts. 

retrievabiuty: 

Individual  printouts  are  by  name. 
Master  lists  are  organized 
alphabetically  be  name  and  by  location 
of  home  address. 
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SAPEQUAROS: 

Applications  are  stored  in  lockable 
nies  pending  transfer  to  COG.  Master 
lists  are  filed  in  lockable  Hies. 

RETENTION  AND  DI8POSAU 

Applications  are  transferred  to  COG 
promptly  upon  receipt  and  destroyed 
upon  transcription  to  machine  storage. 
Master  lists  are  destroyed  upon  receipt 
of  updated  lists. 

SYSTEM  MANAQER(S)  AND  ADDRESS: 

The  official  responsible  for  the  system 
is  the  Assistant  Regional  Administrator, 
Public  Buildings  Service  (WT),  GSA 
Regional  Office  Building,  7th  &  D  Sts. 
SW.,  Washington,  DC  20407. 

NOTIFICATION  PROCEDURE: 

Information  may  be  obtained  from  the 
Assistant  Regional  Administrator,  PBS, 
at  the  address  listed  above. 

RECORD  ACCESS  PROCEDURES*. 

Requests  to  access  records  may  be 
directed  to  the  Office  of  the  Regional 
Commissioner,  PBS,  at  the  address  listed 
above,  in  accordance  with  the  GSA 
rules  as  promulgated  in  41  CFR 105-64, 
published  in  the  Federal  Register. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records,  for 
contesting  the  contents,  and  for 
appealing  initial  determinations  are 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

Federal  employees  who  desire  to  avail 
themselves  of  the  benefits  of  the  COG 
carpool  matching  program. 

GSA/PBS  3  (23-00-0075) 

SYSTEM  NAME: 

Incident  Reporting,  Investigation,  and 
Security  Case  Files. 

SECURITY  classification: 

Unclassihed  to  Top  Secret. 

SYSTEM  location: 

The  systems  are  located  at  each  FPS 
Operations  Office,  each  regional  office 
and  Central  Office.  (See  addresses  of 
each  location  listed  in  the  appendix 
following  notice  GSA/PBS  3.) 

categories  of  individuals  COVERED  BY  THE 
system: 

These  files  include  records  on  the 
following  categories  of  individuals: 

a.  Individuals  who  were  the  source  of 
(1)  the  initial  complaint  or  (2]  an 
allegation  that  a  crime  has  taken  place; 

b.  Witnesses  having  information  or 
evidence  relating  to  any  side  of  an 
investigation; 


c.  Possible  and  actual  suspects  in  the 
criminal  situation  that  is  subject  of 
investigation; 

d.  Subjects  of  investigation,  both  those 
whose  identity  is  known  and  and  those 
who  are  unknown; 

e.  Employees  of  GSA  contractors 
performing  custodial  or  guard  services 
in  buildings  and  areas  under  GSA 
jurisdiction; 

f.  Individuals  who  are  applicants  for 
or  have  been  appointed  to  the  position 
of  Federal  Protective  Officer;  and 

g.  Sources  of  information  and  sources 
of  evidence.  The  identity  for  these 
individuals  may  be  confidential  as  well 
as  the  subject  matter  they  contribute. 
These  files  contain  information  vitafto 
the  outcome  of  administrative 
procedures,  civil  and  criminal  cases. 
Much  of  this  information  is  subject  to 
the  jencks  Act,  the  Freedom  of 
Information  Act,  and  the  Privacy  Act. 

categories  of  records  in  the  system: 

The  system  of  records  contains 
records  consisting  of: 

a.  Preliminary  and  other  reports  of 
criminal  investigations  from  die  opening 
of  a  case  until  it  is  closed.  The  cases 
may  be  closed  administratively  or  by 
final  court  disposition.  These  records 
are  used  in  the  enforcement  of  criminal 
laws  and  rules  and  regulations  that 
provide  punitive  sanctions.  They  are 
used  in  police  efforts  to  prevent,  control, 
or  reduce  crime  and  to  apprehend 
criminals.  They  are  also  used  by 
prosecutors,  the  courts,  and  in 
connection  with  correction,  probation, 
pardon,  and  parole  activities.  These 
records  are  instituted  and  maintained  at 
varying  points  in  the  process.  The 
processes  of  criminal  justice  and  civil  or 
administrative  remedies  require  their 
partial  or  total  disclosure. 

b.  Security  files.  These  records 
contain  information  such  as  name,  date 
and  place  of  birth,  address,  social 
security  number,  education,  occupation, 
experience,  and  investigatory  material. 
These  records  are  used  as  a  basis  for 
suitability  determinations  for  GSA 
contract  guards  and  cleaners. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

40  U.S.C.  276a  through  a-7,  276c,  318 
(a)  through  (d),  and  327  through  331; 
Executive  Orders  10405, 11478, 11652, 
11246,  and  12065;  GSA  Order,  Changes 
in  organization  (ADM  5440.154);  and  the 
GSA  Organization  Manual  (OFA  P 
5440.1). 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

a.  To  officers  and  employees  of  the 
Federal  Protective  Service  who  need 


their  content  in  the  performance  of  their 
authorized  duties; 

b.  To  the  various  bureaus  and 
divisions  of  the  Justice  Department  that 
have  primary  jurisdiction  in  locations 
and  on  subject  matters  that  the  FPS 
shares,  to  some  extent,  the  same 
jurisdiction; 

c.  To  those  subdivisions  of  the  Justice 
Department  that  have  the  responsibility 
for  prosecuting  criminal  cases  and 
pursuing  civil  cases  arising  from 
authorized  activities  of  the  FPS; 

d.  To  the  Office  of  Personnel 
Management  for  purposes  which  they 
are  authorized  to  use  the  information; 

e.  Law  enforcement  agencies  which 
have  lawfully  participated  in  an 
investigation  jointly  conducted  with  the 
FPS.  The  routine  use  statements  A,  B,  C, 
D,  and  E,  described  in  the  appendix 
following  the  GSA  notices,  also  apply  to 
this  system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper,  mag  tape,  index  cards. 

retrievabiuty: 

Manually  by  name,  file  number,  case 
number,  by  incident  and  location  as  well 
as  type  of  incident. 

SAFEGUARDS: 

Stored  in  steel  filing  cabinets  with 
built  in  3  position  dial  type  combination 
safe  locks,  in  space  assigned  FPS 
investigations  in  various  Government 
owned  and  leased  buildings. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

The  official  responsible  for  this 
system  of  records  is: 

Assistant  Commissioner  for  Federal 
Protective  Service  Management, 
General  Services  Administration, 
Room  2042, 18th  &  F  Streets  NW., 
Washington,  DC  20405, 

NOTIFICATION  PROCEDURE: 

Same  as  above.  Direct  inquiries  for 
information  from  these  files  to  the 
system  manager.  Information  as  how  to 
proceed  under  the  act  is  set  forth  in  41 
CFR  105-66.  If  a  question  of  content  or  a 
protest  of  content  arises  the  FPS  must  so 
notify  recipients  of  all  accounted 
disclosures;  also  of  all  corrections  made 
in  the  record. 
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RECONO  ACCESS  PROCEDURES: 

Same  as  above.  GSA  rules  for  access 
to  systems  of  records,  contesting  the 
contents  of  a  system  of  record,  and 
appealing  initial  determinations  are 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

CONTESTINQ  RECORDS  PROCEDURES: 

GSA  rules  for  access  to  records,  for 
contesting  the  contents,  and  for 
appealing  initial  determinations  are 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

Information  contained  in  these  record 
systems  is  developed  through 
investigations,  informants,  witnesses, 
official  records,  investigative  leads, 
statements,  depositions,  business 
records  or  any  other  information  source 
available  to  the  Federal  Protective 
Service. 

SYSTEM  EXEMPTED  FROM  CERTAIN  PROVISIONS 
OF  THE  ACT: 

In  accordance  with  5  U.S.C.  552a(j), 
the  criminal  investigation  case  files  in 
this  system  of  records  are  exempt  from 
all  provisions  of  the  act  with  the 
exception  of  subsections  (b).  (c)  (1)  and 
(2);  (e)(4)  (A)  through  (F);  (e)  (6).  (7).  (9). 
(10),  and  (11);  and  (i)  of  the  act.  In 
accordance  with  5  U.S.C.  552a(k),  the 
general  investigation  and  security  files 
in  this  system  of  records  are  exempt 
from  subsections  (c)(3);  (d);  (e)(4)  (G), 

(H),  and  (I);  and  (0  of  the  act. 

Appendix  GSA/PBS  Addresses  of 
Location 

Regional  Offices 

Region  1,  840  John  W.  McCormack  Post 
Office  and  Courthouse,  Boston,  MA 
02109. 

Region  2,  26  Federal  Plaza,  Room  2836, 
New  York,  NY  10007. 

Region  3,  Regional  Office  Building,  9th 
and  Market  Streets,  Philadelphia,  PA 
19107, 

Region  4,  75  Spring  Street  SW.,  Atlanta, 
GA  30303. 

Region  5,  John  C.  Kluczynski  Federal 
Building,  230  South  Dearborn  Street, 
Chicago,  IL  60604. 

Region  6,  Federal  Building,  1500  East 
Bannister  Road,  Kansas  City,  Missouri 
64131. 

Region  7,  819  Taylor  Street,  Fort  Worth, 
TX  76102. 

Region  8,  Building  41,  Denver  Federal 
Center,  Denver,  CO  80225. 

Region  9,  525  Market  Street,  San 
Francisco,  CA  94105. 

Region  10,  GSA  Center,  Auburn, 
Washington  98002. 


National  Capital  Region,  7th  and  D 
Streets,  SW.,  Washington,  D.C.  20407. 

Region  1 

Area  Office  and  Address 

J.  W.  McCormack,  Post  Office  and 
Courthouse,  Rm.  501,  Boston,  MA 
02109. 

Field  Offices  and  Addresses 

John  Fitzgerald  Kennedy,  Federal 
Building  Field  Office,  Rm.  E131, 
Government  Center,  Boston,  MA 
02203. 

John  W.  McCormack,  Post  Office  & 
Courthouse  Field  Office,  Rm.  903,  Post 
Office  Square,  Boston,  MA  02109. 

John  F.  Kennedy  Library,  South  Shore 
Field  Office — 5th  Floor,  Columbia 
Point,  Dorchester,  MA  02125. 

Area  Office  and  Address 

Manchester,  728  Norris  Cotton  Federal 
Building,  275  Chestnut  Street, 
Manchester,  NH  03103. 

Field  Office  and  Addresses 

Andover,  P.O.  Box  521,  Andover,  MA 
01810. 

Augusta,  Rm.  lOlE,  Federal  Building  & 
Post  Office,  40  Western  Avenue, 
Augusta,  ME  04330. 

Burlington,  Rm.  607,  Federal  Building, 
Burlington,  VT  05401. 

Manchester,  Rm.  722,  Norris  Cotton 
Federal  Building,  725  Chestnut  Street, 
Manchester,  NH  03103. 

Area  Offices  and  Addresses 

Providence,  Rm.  240,  Federal  Building, 
Post  Office,  Exchange  Terrace, 
Providence,  RI 02903. 

Field  Offices  and  Addresses 

Hartford,  Rm.  403,  Federal  Building,  450 
Main  Street,  Hartford,  Ct  06103. 

New  Haven,  150  Court  Street,  Rm.  107, 
New  Haven,  CT  06510. 

Providence,  Rm.  239,  Federal  Building, 
Post  Office,  Exchange  Terrace, 
Providence,  RI  02903. 

Worchester,  Rm.  400,  Federal  Building, 
Courthouse,  595  Main  Street, 
Worchester,  MA  01608. 

Region  2 

Aiea  Office  and  Address, 

Albany,  Rm.  929,  Federal  Building, 
Clinton  Ave.  &  N.  Pearl  St.,  Albany, 
NY  12207. 

Field  Offices  &■  Addresses 

Albany,  Rm.  213,  Post  Office  & 
Courthouse,  Albany,  NY  12201. 

Platlsburg,  Federal  Building,  Plattsburg, 
NY  12901. 


Scotia,  Bldg.  12,  GSA  Scotia  Depot, 
Scotia,  NY  12302. 

Area  Office  and  Address 

Brooklyn,  Building  245,  Mezzine,  Raritan 
Depot,  Edison,  NJ  08817. 

Field  Offices  and  Addresses 

Airport  Rm.  101,  Federal  Building,  JFK 
International  Airport,  Jamaica,  NY 
11430. 

Belle  Mead,  CSA  Belle  Mead  Depot, 

Belle  Mead,  NY  08502. 

Brookhaven,  Bldg.  1,  IRS  Center,  1040 
Waverly  Avenue,  Holtsville,  NY 
11742. 

Brooklyn,  Rm.  327D,  Federal  Building 
and  Courthouse,  225  Cadman  Plaza 
East,  Brooklyn,  NY  11201 

Field  Offices  and  Addresses 

Newark,  Rm.  135,  Federal  Building,  970 
Broad  Street,  Newark,  NJ  07102. 

Trenton,  Rm.  207,  Post  Office  and 
Courthouse,  Trenton,  NJ  08608. 

Area  Office  and  Address 

Buffalo,  Rm.  618,  Federal  Building,  111 
W.  Huron  Street,  Buffalo,  NY  14202. 

Field  Offices  and  Addresses 

Buffalo,  Rm.  30,  Federal  Building,  111  W. 
Huron  Street,  Buffalo,  NY  13901. 

Binghamton,  Rm.  200,  Administration 
Building,  GSA  Depot  Hoyt  Avenue, 
Binghamton,  NY  13901. 

Rochester,  Rm.  309,  Federal  Building  and 
Courthouse,  100  State  Street 
Rochester,  NY  14614. 

Area  Office  and  Address 

Manhatten,  Rm.  2421,  26  Federal  Plaza, 
New  York  City,  NY  10007. 

Field  Offices  and  Addresses 

Battery,  Rm  881,  6  World  Trade  Center, 
New  York  City,  NY  10048. 

Federal  Plaza,  Rm.  309,  Federal  Building, 
26  Federal  Plaza,  New  York  City,  NY 
10007 

Greater  Manhattan,  5th  Floor,  252-7th 
Avenue,  New  York  City,  NY  10001 

Courthouse 

U.S.  Courthouse,  40  Foley  Square,  Rm. 
104,  New  York  City,  NY  10007. 

Area  Office  and  Address 

Puerto  Rico,  GSA,  PO  Box  3672,  San 
Juan,  PR  00904. 

Field  Office  and  Address 

San  Juan,  GSA,  PO  Box  3672,  San  Juan, 
PR  00904. 


57894 


Federal  Register  /  Vol.  45.  No.  170  /  Friday,  August  29.  1980  /  Notices 


NCR 

Area  Offices  and  Address 

South,  Rm.  lG-024,  Forrestal  Building, 
1000  Independence  Ave..  SW., 
Washington,  DC  20407 

Field  Offices  and  Addresses 

Anacostia,  Building  205  NY  A,  2nd  and 
M  Streets,  SE.,  Washington,  DC  20407. 

Central  Support,  10  P  Street,  SW., 
Washington,  DC  20407. 

Forrestal,  Rm.  lG-024,  Forrestal 
Building,  1000  Independence  Avenue, 
SW.,  Washington,  DC  20407. 

Agriculture,  Rm.  1509  South  Agriculture 
Bldg.,  14th  and  Independence  Avenue, 
SW..  Washington,  DC  20407. 

HEW.  Rm.  1264.  HEW  North  Building. 
330  Independence  Avenue,  SW^ 
Washington,  DC  20407. 

Southwest,  Rm.  li-100, 1900  Half  St  SW., 
Washington,  DC  20407. 

Mall,  Rm.  1102,  GSA  Regional  Office 
Building,  7th  and  D  Streets,  SW^ 
Washington,  DC  20407. 

Suitland,  Rm.  1037,  Federal  Building  3, 
Suitland,  MD  20033. 

Area  Office  and  Address 

White  House.  Rm.  44,  EOB,  17th  and 
Pennsylvania  Ave.,  NW.,  Washington, 
DC  21056. 

West  Rm.  355,  2000  K  St.  NW., 
Washington,  DC  20037. 

Field  Offices  and  Addresses 

ERDA,  Rm.  G-075,  ERDA  Building, 
Germantown,  MD  20407. 

Commerce,  Rm.  1036,  Commerce 
Building,  14th  and  Constitution  Ave., 
NW.,  Washington,  DC  20231. 

Lafayette,  Suite  700, 1612  K  Street,  NW.. 
Washington,  DC  20407. 

Interior,  Rm.  1332,  Federal  Building  9 
1900  E  Street  NW.,  Washington,  DC 
20415. 

Rock  Creek,  Rm.  101,  Gelman  Building, 
2120  L  Street,  NW.,  Washington,  DC 
20407. 

State,  Rm.  1481,  State  Building,  320  21st 
Street  NW.,  Washington,  DC  20520. 

Veterans,  Rm.  120,  Veterans  Building, 
810  Vermont  Ave.  NW.,  Washington, 
DC  20005. 

Area  Office  and  Address 

Arlington,  Rm.  lA-1063,  Pentagon 
Building,  Arlington,  VA  20301. 

Field  Offices  and  Addresses 

Alexandria,  Rm  428,  Holman  1,  2461 
Eisenhower  Avenue,  Alexandria,  VA. 

Columbia  Pike,  Rm.  1032,  Federal 
Building  2,  Columbia  Pike,  Arlington, 
VA  22202. 


Jefferson  Davis,  Rm.  946,  Costal  Plaza 
6,  2221  Jefferson  Davis  Highway, 
Arlington,  VA  22202. 

McLean,  Rm.  lE-12,  CIA  Building. 
McLean.  VA  20505. 

Pentagon,  Rm.  lA-325,  Pentagon 
Building,  Arlington,  VA  20301. 

Rosslyn,  Rm.  126,  Architect  Building, 

1400  Wilson  Boulevard,  Arlington,  VA 
22209. 

Area  Office  and  Address 

Heating  Operation  and  Transmission 
Area,  Rm.  600  ROB,  7th  and  D  Streets 
SW.,  Washington,  DC  20407. 

Field  Offices  and  Addresses 

District,  409  Old  Jefferson  Davis 
Highway,  Arlington,  VA  20301. 

MD-VA,  SE  Pentagon,  Clark  Street, 
Arlington,  VA  20301. 

Technical,  Rm.  600,  ROB,  7th  and  D 
Streets,  SW„  Washington,  DC  20407. 

Area  Office  and  Address 

North,  Rm.  1346,  New  Post  Office  Bldg., 
12th  and  Pennsylvania  Ave.  NW., 
Washington,  DC  20407. 

Field  Offices  and  Addresses 

GAO,  Rm  1057,  GAO  Building,  441  G 
Street  NW.,  Washington,  DC  20407. 

Hyattsville,  Rm.  1010,  6525  Belcrest 
Road,  Hyattsville,  MD  20782. 

Justice.  Rm.  1B858,  J.  E.  Hoover  Bldg. 
NW.,  935  Pennsylvania  Ave., 
Washington,  DC  20407. 

Labor,  Rm.  S-1207,  3rd  and  Constitution 
Ave.  NW.,  Washington,  DC  20407, 

Patrick  Henry,  Rm.  3328,  601  D  Street 
NW.,  Washington,  DC  20407. 

Revenue,  Rm.  1314,  IRS  Bldg.  NW., 
Washington,  DC  20407. 

Region  3 

Area  Office  and  Address 

Philadelphia,  Rm.  9428,  Federal  Building, 
600  Arch  Street,  Philadelphia,  PA 
19106. 

Field  Offices  and  Addresses 

E.  Philadelphia,  Rm.  1211,  Federal 
Building,  600  Arch  Street, 

Philadelphia,  PA  19106. 

W.  Philadelphia,  5000  Wissahickon 
Ave.,  Philadelphia,  PA  19102. 

Harrisburg,  Rm.  863,  Courthouse  and 
Federal  Building,  228  Walnut  Street, 
Harrisburg,  PA  17108. 

Pittsburgh,  Room  2136,  Federal  Building, 
1000  Liberty  Avenue,  Pittsburgh,  PA 
15222. 

Wilkes-Barre,  Rm.  504,  Wyoming  Valley, 
Vets  Building.  19  N.  Main  Street, 
Wilkes-Barre,  PA  18701. 

Richmond,  Federal  Building,  400  North 
8th  Street,  Richmond,  VA  23240. 


James  River,  Federal  Building  2, 11th 
and  Main  Sts.,  Richmond,  VA  23205. 

Kanawha,  Room  309,  U.S.  Post  Office, 
501  9th  Street,  Huntington,  WV  25709. 

Norfolk,  Rm.  120,  Bank  of  Vii^nia 
Building.  870  N.  Military  Highway, 
Norfolk,  VA  23502. 

Parkersburg,  Rm.  3321,  Federal*Building. 
Juliana  and  5th  Streets,  Parkersburg, 
WV  28101. 

Charlottesville,  Rm.  102,  Federal 
Building,  220  7th  Street  NE., 
Charlottesville,  VA  22901. 

Roanoke,  Rm.  106,  Federal  Building,  210 
Franklin  Rd.  SW.,  Elkins.  WV  26241. 


Field  Offices  and  Addresses 

Chesapeake,  Rm.  315,  Federal  Building, 
31  Hopkins  Plaza,  Baltimore,  MD 
21202. 

Fort  Meade,  Rm.  9809,  NSA  Building. 

Fort  Meade,  MD  20755. 

West  Maryland,  Rm.  1-J23,  6401  Security 
Blvd.,  Baltimore,  MD  21235. 

Woodlawn,  1  Rutherford  Plaza,  7133 
Rutherford  Road,  Baltimore,  MD 
21207. 

Metro-West  Field,  300  N.  Greene  Street, 
Baltimore,  MD  21202. 


Atlanta,  Federal  Building,  272  Ivy  Street 
NE..  Atlanta,  GA  30308. 

Field  Offices  and  Addresses 

Birmingham,  Rm.  428,  Federal  Building, 
1800  5th  Avenue  N.,  Birmingham,  AL 
35203. 

Huntsville,  Rm.  lE,  1600  Ballistic  Missile 
Center,  P.O.  Box  1367,  West  Station, 
Huntsville.  AL  35807. 

Jackson,  Rm.  20,  Post  Office  and 
Courthouse.  245  E.  Capital  Street,  P.O. 
Box  1250,  Jackson,  MS  39205. 

Mobile,  Rm.  407,  Federal  Building  and 
Courthouse,  Mobile,  AL  36602. 

Montgomery,  Rm.  400,  Post  Office  and 
Courthouse,  Comer  Church  and  Lee 
Street,  Montgomery,  AL  36104. 

Tupelo,  Rm.  320,  Federal  Building  and 
Post  Office,  500  W.  Main.  P.O.  Box 
711,  Tupelo.  MS  38801. 


Field  Offices  and  Addresses 

Ashville,  Rm.  87,  Federal  Building, 
Battery  Park  Avenue,  Ashville,  NC 
28801. 

Charleston,  Rm.  621,  Federal  Building, 
334  Meeting  Street,  Charleston,  SC 
29403. 


Area  Office  and  Address 

Baltimore,  Rm.  1111,  Garmat  3,  Federal 
Building  and  Courthouse.  101 W. 
Lombard  St.,  Baltimore,  MD  21201. 


Region  4 

Field  Office  and  Address 
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Columbia,  Strom  Thurmond  Federal 
Building,  1835  Assembly  Street,  Rm. 
813,  Columbia,  SC  29201. 

Raleigh,  Rm.  520,  Federal  Building  Post 
Office  and  Courthouse,  310  New  Bern 
Avenue,  Raleigh,  NC  27601. 

Field  Offices  and  Addresses 

Jacksonville,  Rm.  448,  Federal  Building, 
400  W.  Bay  Street,  P.O.  Box  35005, 
Jacksonville,  FL  32202. 

Miami,  Rm.  1517,  Federal  Building,  51 
SW  1st  Avenue,  Miami,  FL  33130. 

Savannah,  Rm.  232,  Post  Office  and 
Courthouse,  Bull  and  State  Streets, 
Savannah,  GA  31402. 

Tampa,  Rm.  733,  Federal  Building,  500 
Zack  Street,  Tampa,  FL  33602. 

Thomasville,  Rm.  208,  Federal  Building, 
P.O.  Box  1355,  Broad  and  Monroe 
Streets,  Thomasville,  GA  31792. 

Field  Offices  and  Addresses 

Covington,  Rm.  138,  IRS  Center,  4th  and 
Russell  Streets,  Covington,  KY  41011. 

Louisville,  Rm.  273,  Federal  Building,  600 
Federal  Place,  Louisville,  KY  40202. 

Memphis,  Rm.  382,  Clifford  Davis, 
Fe^ral  Building,  167  N.  Main  Street, 
Memphis,  TN  38103. 

Nashville,  Rm.  117,  Federal  Building  and 
Courthouse,  801  Broadway,  Nashville, 
TN  37203. 

Oak  Ridge,  Rm.  1206,  Federal  Building, 
Administration  Road,  P.O.  Box  3474, 
Oak  Ridge.  TN  37830. 

Region  5 

Field  Offices  and  Addresses 

LOOP,  Rm.  286,  Everett  McKinley, 
Dirksen  Building,  219  S.  Dearborn, 
Chicago,  IL  60604. 

Midwest,  Rm.  2440,  Everett  McKinley 
Dirksen  Building,  219  S.  Dearborn, 
Chicago,  IL  60604. 

Central,  Rm.  292,  Federal  Building,  536  S. 
Clark  Street,  Chicago,  IL  60605. 

Indianapolis,  Rm.  349,  Federal  Building 
and  Courthouse,  46  E.  Ohio  Street, 
Indianapolis,  IN  46204. 

Jeffersonville,  Rm.  160,  Federal  Center, 
1201  S.  10th  Street,  Jeffersonville,  IN 
47130. 

Akron,  Federal  Building  and 
Courthouse.  2  S.  Main  St.,  Akron,  OH 
44308. 

Cincinnati,  Rm.  440,  Post  Office  and 
Courthouse,  5th  Main  and  Walnut 
Streets,  Cincinnati,  OH  45202. 

Cleveland,  Rm.  227,  Anthony  J. 
Celebrezze  Federal  Building,  1240  E. 
9th  St.,  Cleveland,  OH  44199. 

Columbus,  Rm.  445,  Federal  Building 
and  Courthouse.  85  Marconi 
Boulevard,  Columbus,  OH  43215. 


Detroit,  Rm.  1196,  Patrick  C.  McNamara, 
Federal  Building,  477  Michigan, 

Detroit,  MI  48226.  ' 

Grand  Rapids,  Rm.  180,  Gerald  R.  Ford 
Federal  Building  and  Courthouse,  110 
Michigan  Street  NW.,  Grand  Rapids, 

MI  49502. 

Battle  Creek,  Rm.  214,  Federal  Center,  74 
N.  Washington,  Battle  Creek,  MI 
49017. 

Twin  Cities,  Rm.  226,  Federal  Building, 

Ft.  Snelling,  Twin  Cities,  St.  Paul,  MN 
55111, 

Milwaukee,  Rm.  102,  Federal  Building 
and  Courthouse,  517  E,  Wisconsin 
Avenue,  Milwaukee,  WI  53202. 

Springheld,  Rm.  1138,  Federal  Building 
and  Courthouse,  600  E.  Monroe  Street, 
Springfield,  IL  62701. 

Region  6 

Area  Office  and  Address 

Missouri/Kansas  (except  metropolitan 
Kansas  City  and  St.  Louis],  Federal 
Building,  U.S.  Courthouse,  444  SE 
Quincy,  Rm.  297,  Topeka,  KS  66683. 

Field  Office  and  Addresses 

Columbia,  Rm.  117,  Federal  Building,  608 
E.  Cherry  Street,  Columbia,  MO  65201. 

Rolla,  1400  Independence  Road,  Mail 
Stop  113,  Rolla.  MO  64801. 

Topeka,  Federal  Building,  U.S. 
Courthouse,  444  S.E.  Quincy,  Rm.  297, 
Topeka,  Kansas  66683. 

Wichita,  U.S.  Post  Office  and 
Courthouse,  401  N.  Market  St.,  Rm. 

106,  Wichita,  KS  64106. 

Area  Office  and  Address 

Room  635,  U.S.  Court  and  Customhouse, 
1114  Market  Street,  St.  Louis,  MO 
63102. 

Field  Offices  and  Addresses 

Mart,  Room  113,  Federal  Building,  405  S. 
12th  Street,  St.  Louis.  MO  63102. 

Downtown,  Room  162B,  Federal 
Building,  1520  Market  Street,  St.  Louis, 
MO  63102. 

MPRC,  Room  2015,  9700  Page  Boulevard, 
St.  Louis.  MO  63132. 

Federal  Center,  Room  110,  Building  107, 
Federal  Center,  4300  Goodfellow 
Boulevard,  St.  Louis,  MO  63120. 

Area  Office  and  Address 

Rm.  1006,  Federal  Building  and 
Courthouse,  215  N.  17th  Street, 
Omaha.  NE  68102. 

Area  Office  and  Address 

Kansas  City,  Missouri,  Federal  Building, 
1500  E.  Bannister  Road,  Kansas  City. 
MO  64131. 


Field  Offices  and  Address 

Kansas  City  North,  Room  109,  Federal 
Building,  601  E.  12th  Street,  Kansas 
City.  MO  64106. 

Kansas  City  South,  Room  B-1,  Federal 
Building,  1500  E.  Bannister  Road, 
Kansas  City,  MO  64131. 

Region  7 

Area  Office  and  Address 

Austin.  Rm.  109,  Courthouse,  200  W.  8th 
Street.  Austin.  TX  78701. 

Field  Offices  and  Addresses 

Austin,  Rm.  GlOO,  Federal  Building  and 
Post  Office,  300  E.  8th  Street,  Austin, 
TX  78701. 

Field  Offices  &■  A  ddresses 

Cedar  Rapids,  Rm.  126,  Federal  Building 
and  Courthouse,  101  First  Street  SE., 
Cedar  Rapids,  LA  52401. 

Fort  Dodge,  Rm.  B-2,  Federal  Building, 
Post  Office  and  Courthouse,  205  S.  8th 
Street,  Fort  Dodge,  lA  50501. 

Des  Moines,  Rm.  118,  Federal  Building, 
210  Walnut  Street,  Des  Moines,  lA 
50309. 

Omaha,  Rm.  1118,  Federal  Building,  Post 
Office  and  Coimthouse,  215  N.  17th 
Street,  Omaha,  NE  68102. 

North  Platte,  Rm.  104,  Federal  Building, 
Post  Office  and  Courthouse,  300  E  3rd 
Street,  North  Hatte,  NE  60101. 

Lincoln,  Rm.  181,  Federal  Building  and 
Courthouse,  100  Centennial  Mall 
North,  Lincoln,  NE  69101. 

El  Paso,  Rm.  105,  Courthouse,  500  E.  San 
Antonio  Street,  El  Paso,  TX  79901. 

Laredo,  Rm.  103,  Post  Office  and 
Courthouse,  Matamores  and  Juarez 
Streets,  Laredo,  TX  78040. 

San  Antonio,  Rm.  AlOl,  Federal 
Building,  727  East  Dmango,  San 
Antonio,  TX  78206. 

Area  Office  &  Address 

Little  Rock,  Rm.  1329,  Federal  Building, 
700  W.  Capitol  Street,  Little  Rock,  AR 
72201. 

Field  Offices  and  Addresses 

Little  Rock,  Rm.  1120,  Federal  Building, 
700  W.  Capitol  Street,  Little.  Rock,  AR 
72201. 

Russellville,  West  Main  and  South  Fargo 
Streets,  PO  box  723,  Russellville,  AR 
72801.  . 

Area  Office  and  Address 

New  Orleans,  Hale  Boggs  Federal 
Building,  U.S.  Courthouse,  500  Camp 
Street,  New  Orleans,  LA  70130. 
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Field  Offices  and  Addresses 

Lafayette.  Rm.  401.  Federal  Building. 

Post  OfHce  and  Courthouse.  Jefferson 
flt  Main  Streets,  Lafayette,  LA  70601. 

New  Orleans,  Rm.  1044,  Hale  Boggs 
Federal  Building,  U.S.  Courthouse,  500 
Camp  Street,  New  Orleans,  LA  70130. 

Ruston,  Rm.  108,  Federal  Building, 
Mississippi  &  Vienna  Streets,  Ruston, 
LA  72170. 

Area  Office  and  Address 

Dallas.  Rm.  101,  Federal  Building  and 
Courthouse,  1114  Commerce  Street, 
Dallas.  TX  75242. 

Field  Offices  and  Addresses 

Albuquerque,  Rm.  1018,  Federal 
Building,  517  Gold  Avenue.  SW, 
Albuquerque,  NM  87103. 

Dallas,  Rm.  1B51,  Earle  Cabell  Federal 
Building  and  U.S.  Courthouse,  1100 
Commerce  Street,  Dallas,  TX  75242. 

Fort  Worth,  Rm.  14A18,  Fritz  G.  Lanham, 
Federal  Building,  819  Taylor,  Fort 
Worth.  TX  76102. 

Lubbock,  Rm.  118,  Federal  Building  and 
Courthouse,  1205  Texas  Street, 
Lubbock,  TX  79401. 

Sante  Fe,  Rm.  1221,  Federal  Building.  S. 
Federal  and  Grant,  Sante  Fe,  NM 
87501. 

Area  Office  and  Address 

Houston,  Rm.  3102,  515  Rusk  Avenue, 
Houston.  TX  77002. 

Field  Offices  and  Addresses 

Beaumont,  Rm.  256,  Post  Office  and 
Courthouse,  Broadway  and  Willow 
Streets,  Beaumont,  TX  77701. 

Houston,  Rm.  5009,  Federal  Building  and 
Courthouse,  515  Rusk  Avenue, 
Houston.  TX  77002. 

Area  Office  and  Address 

Oklahoma  City,  Rm.  5001,  Federal 
Building,  U.S.  Courthouse,  200  NW  4th 
Street,  Oklahoma,  OK  73101. 

Field  Offices  and  Addresses 

Muskogee,  Rm.  012,  Federal  Building, 
U.S.  Courthouse,  5th  &  W  Okmulgee 
Streets,  Muskogee,  OK  74401. 

Oklahoma  City,  Rm.  B031,  Post  Office, 

'  Courthouse,  and  Federal  Building,  201 
NW  3rd  Street,  Oklahoma,  OK  73101. 

Tulsa,  Rm.  106,  Federal  Building,  224  S. 
Boulder,  Tulsa,  OK  74103. 

Region  8 

Field  Offices  and  Addresses 

Denver  Federal  Center,  Entrance  E, 
Building  41,  Denver,  CO  80225. 

Denver.  Rm.  120,  Federal  Building  and 
Courthouse,  1961  Stout  Street,  Denver, 
CO  80294. 


Colorado  Springs,  Chidlaw  Building, 
Peterson  AFB,  CO  80914. 

Billings,  Federal  Building  &  Courthouse, 
PO  Box  1477,  Billings,  MT  59103. 

Helena,  Federal  Building,  U.S. 
Courthouse,  Drawer  10094,  301  South 
Park,  Helena,  MT  59601. 

Missoula,  Federal  Building,  Post  Office  & 
Courthouse,  Rm,  1003,  TO  Box  8205, 
'Missoula,  MT  59807. 

Bismarck,  Federal  Building.  Post  Office 
&  Courthouse,  Rm  228,  220  East 
Rosser,  PO  Box  2237,  Bismarck,  ND 
58501. 

Fargo.  Federal  Building  and  Post  Office, 
Rm,  204,  657  2nd  Avenue.  N,  Fargo. 

ND  58102. 

Aberdeen,  Federal  Building,  115  4th 
Avenue,  SE,  Aberdeen  SD  57401. 

Pierre,  Rm.  203,  Federal  Building,  Post 
Office  and  Courthouse.  225  S.  Pierre 
Street,  Pierre,  SD  57501. 

Salt  Lake  City,  Rm  2201,  Federal 
Building,  125  S.  State  Street,  Salt  Lake 
City,  UT  84138. 

Ogden,  c/o  IRS  Service  Center.  P.O. 

Box  9941,  Ogden.  VT  84409. 

Casper,  Rm.  1010,  Federal  Building  and 
Post  Office,  100  East  B  Street,  Casper, 
WY  82601. 

Cheyenne,  Joseph  O’Mahoney  Federal 
Center,  2120  Capitol  Avenue,  Rm. 

2016,  Cheyenne,  WY  82001. 

Region  9 

Field  Offices  and  Addresses 

Sansome  Street,  U.S.  Customs  House, 
Attic  #2,  555  Battery  Street,  San 
Francisco,  CA  94111. 

Golden  Gate,  Rm.  13019  Federal 
Building,  450  Golden  Gate,  San 
Francisco,  CA  94102. 

East  Bay.  Rm.  416,  Federal  Building,  1515 
Clay  Street,  Oakland.  CA  94612. 

Sacramento,  Rm.  8538,  Federal  Building 
and  Courthouse,  650  Capitol  Mall. 
Sacramento,  CA  95814. 

San  Jose,  175  W.  Taylor,  Building  #3, 

San  Jose,  CA  95110. 

Fresno,  Rm.  4205,  Federal  Building  and 
Courthouse,  1130  ‘O’  Street,  Fresno, 

CA  93721. 

Santa  Ana,  Federal  Building,  34  Civic 
Center  Plaza,  Delle,  CA  92701. 

North  Spring  Street,  Rm.  G-11, 
Courthouse,  312  N.  Spring  Street,  Los 
Angeles,  CA  90012. 

West  Los  Angeles,  Rm.  1021,  Federal 
Building,  11000  Wilshire  Boulevard, 
Los  Angeles,  CA  90024. 

North  Los  Angeles,  Federal  Building,  300 
N,  Los  Angeles  Street.  Los  Angeles, 
CA  90012. 

San  Diego,  Federal  Building  and 
Courthouse,  880  Fron  Street,  Rm.  1-5- 
3,  San  Diego,  CA  92188. 


Phoenix.  Rm,  3041,  Federal  Building,  230 
N.  First  Avenue,  Phoenix,  AZ  85025. 
Tucson,  301  W.  Congress,  Tucson.  AZ 
85701. 

Honolulu,  Prince  Kuhio  Kalanianaoce 
Federal  Building,  Rm.  6119,  300  Ala 
Moana  Blvd.,  Honolulu,  HI  96850. 

Reno,  Rm.  1030  Booth  Street,  Reno,  NV 
80509. 

Las  Vegas,  Rm.  1-620,  Federal  Building 
and  Courthouse,  300  Las  Vegas  Blvd. 
South,  Las  Vegas.  NV  89101. 

Region  10 

Field  Offices  and  Addresses 

Seattle,  Rm.  556,  Federal  Building.  915 
2nd  Avenue,  Seattle,  WA  98174.  . 
Bellingham,  Rm.  315,  Federal  Building, 

104  West  Magnolia,  Bellingham,  WA 
98225. 

Spokane,  Rm.  120,  Courthouse,  W  920 
Riverside  Avenue.  Spokane,  WA 
99201. 

Richland,  Rm.  G62,  Federal  Building, 

Post  Office  and  Courthouse,  P.O.  Box 
400,  Richland.  WA  99352. 

Auburn,  Bldg.  815,  GSA  Center,  Auburn, 
WA  98002. 

Portland,  Rm.  385,  Federal  Building,1220 
SW  Third  Ave.,  Portland,  OR  97204. 
Eugene,  Federal  Building  and 
Courthouse,  Rm.  220,  211  East  Seventh 
Ave.,  Eugene,  OR  97401. 

Boise,  Rm.  164,  Federal  Building  and 
Courthouse,  Box  021,  Boise.  ID  83724. 

Field  Offices  and  Addresses 

Anchorage,  Federal  Building  and 
Courthouse,  Rm.  C-522,  701  C.  Street. 
Box  5,  Anchorage,  AK  99513. 

GSA/ADTS  1  (23-00-0076) 

SYSTEM  name: 

Classified  Control  Files,  GSA/ADTS. 

SYSTEM  LOCATION: 

Central  Office  and  regional  offices  of 
ADTS  at  the  addresses  listed  in  the 
appendix  following  the  GSA/ADTS 
notices. 

CATEGORIES  OF  INOIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Employees  of  GSA,  other  Government 
Eigencies,  and  commercial  corporations. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  are  maintained  in  this 
nonautomated  system  for  the  purpose  of 
ensuring  control  over  access  to 
classifled  information  and  facilities. 
Contains  records  such  as:  Security 
clearance  level,  identification 
credentials,  registers,  access 
authorizations,  official  courier/ 
messenger  designations,  security  officer 
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appointments,  files  custodian  lists, 
security  briefings,  and 
acknowledgements. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

Executive  Order  10450,  April  27, 1953, 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDINQ  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Maintaining  and  exchanging  current 
information  regarding  authority  of 
personnel  to  gain  access  to  classiHed 
material  or  facilities.  Documenting 
responsibilities  of  designated  personnel 
to  administer  the  overall  security 
program.  Used  to  verify  clearance  for 
access  to  classified  material  or  facilities, 
to  allow  performance  of  maintenance 
and  repair  of  classified  communications 
equipment,  to  verify  authority  to  release, 
transport  and  receive  classified 
material,  both  inter-  and  intra-agency. 
The  routine  use  statements  A,  B,  C,  D,  E, 
and  G,  described  in  the  appendix 
following  the  GSA  notices,  also  apply  to 
this  system  of  records. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  files  kept  in  safes  or  storage 
cabinets. 

retrievabiuty: 

Filed  alphabetically  at  each  location 
by  name  of  individual. 

safeguards: 

Buildings  employ  security  guards. 
Storage  containers  are  either  locked  or 
located  in  a  limited  access  area. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

system  manager(s)  and  address: 

Chief,  Secure  and  Emergency 
Communications  Branch,  Office  of 
Systems  Engineering  and  Operations, 
GSA.  ADTS,  18th  &  F  Streets  NW., 
Washington,  D.C.;  mailing  address: 
General  Services  Administration 
(CTDS),  Washington,  D.C.  20405,  and  the 
Assistant  Regional  Administrators, 
ADTS,  at  the  addresses  listed  in  the 
appendix  following  the  GSA/ ADTS 
notices. 

NOTIFICATION  PROCEDURE: 

Inquiries  should  be  directed  to  the 
system  managers  listed  above. 

RECORD  ACCESS  PROCEDURES: 

Same  as  above. 


CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records,  for 
contesting  the  contents,  and  for 
appealing  initial  determinations  are 
promulgated  in  41  CFR 105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

The  individuals  themselves,  requests 
for  clearance  and/or  access,  and  other 
security  forms. 

GSA/ ADTS  2  (23-00-0077) 

SYSTEM  NAME: 

Congressional  Files,  GSA/ ADTS. 

SYSTEM  location: 

ADTS  Central  Office  and  in  the 
regional  offices  of  ADTS  at  the 
addresses  listed  in  the  appendix 
following  the  GSA/ ADTS  notices. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Members  of  Congress  and  their  staffs. 
State  governors  and  their  staffs. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  are  maintained  in  this 
nonautomated  system  for  the  purpose  of 
ensuring  that  proper  action  is  being 
taken  on  Congressional  and  State 
requests  for  ADP  and 
telecommunications  service.  Contains 
records  used  for  ordering,  billing,  and 
budget  purposes.  Contains  telephone 
service  requests,  ADP  service  requests, 
billing  for  FTS  and  extended  service, 
general  inquiries,  records  of  meetings, 
service  complaints,  and  remedial 
actions. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

Title  31,  U.S.C.  Section  680a. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  C,  D, 
E,  and  G,  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  files,  storage  cabinets,  and  file 
folders. 

retrievabiuty: 

Filed  alphabetically  at  each  location 
by  name  of  individual. 

SAFEGUARDS: 

Buildings  employ  security  guards. 
Access  is  restricted  to  authorized 
personnel.  Records  are  released  only  to 
authorized  officials. 


RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAOER(S)  AND  ADDRESS: 

Congressional  Liaison  (CLSS),  GSA, 
ADTS,  7th  and  D  Streets  SW., 
Washington,  DC  20407  and  the  Assistant 
Regional  Administrators,  ADTS,  at  the 
addresses  listed  in  the  appendix 
following  the  GSA/ ADTS  notices. 

NOTIFICATION  PROCEDURE: 

Inquiries  should  be  directed  to  the 
system  managers  listed  above. 

RECORD  ACCESS  PROCEDURES: 

Same  individuals  as  above. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records,  for 
contesting  the  contents,  and  for 
appealing  initial  determinations  are 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

The  individuals  themselves 
(correspondence,  telephone  calls,  etc.), 
the  staffs  of  the  individuals  concerned, 
and  other  ADTS  employees  involved. 

GSA/ ADTS  4  (23-00-0079) 

SYSTEM  name: 

Emergency  Notification  Files  GSA/ 
ADTS. 

SYSTEM  location: 

Central  Office  and  regional  offices  of 
ADTS  at  the  addresses  listed  in  the 
appendix  following  the  GSA/ADTS 
notices. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
system: 

GSA/ADTS  Central  Office  and 
regional  employees. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  are  maintained  in  this 
nonautomated  system  for  the  purpose  of 
notifying  and  identifying  employees  or 
their  designees  under  emergency 
conditions.  Contains  records  such  as: 
Employees,  name,  address,  position  title, 
office  phone  number,  and  home  phone 
number. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

Title  5  U.S.C.  Section  301. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Maintaining  a  current  listing  of 
Federal  officials  to  be  contacted  during 
national  disasters,  contingency  and 
emergency  situations,  and  providing  this 
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information  as  necessary,  in  disasters  or 
public  or  personal  emergencies,  to 
concerned  agencies,  telephone 
companies,  telecommunications 
common  carriers,  civil  defense  and  other 
activities  and  individuals  involved  in 
the  emergency  or  relief  effort. 

Contacting  officials  in  support  of 
Federal  Emergency  Plan  D  and  NCS 
Plan  for  Communications  Support  in 
major  disasters  and  emergencies. 
Notifying  personnel  in  cases  of 
operational  or  personal  emergencies. 

The  routine  statements  A,  B,  C,  D,  E,  and 
G,  described  in  the  appendix  following 
the  GSA  notices,  also  apply  to  this 
system  of  records. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  files  kept  in  safes  or  lockable 
storage  cabinets. 

retrievability: 

Filed  alphabetically  at  each  location 
by  name  of  individual. 

SAFEGUARDS: 

Buildings  employ  security  guards. 
Storage  containers  are  either  locked  or 
located  in  a  limited  access  area, 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

Chief,  Secure  and  Emergency 
Communications  Branch,  Office  of 
Systems  Engineering  and  Operations, 

GS  Building,  18th  &  F  Streets  NW., 
Washington,  DC:  mailing  address: 
General  Services  Administration 
(CTDS),  Washington,  DC  20405  and 
Assistant  Regional  Administrators, 
ADTS.  at  the  addresses  listed  in  the 
appendix  following  the  GSA/ADTS 
notices. 

NOTIFICATION  PROCEDURE: 

Inquiries  should  be  directed  to  the 
system  managers  identified  above. 

RECORD  ACCESS  PROCEDURES: 

Same  individuals  as  above. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records,  for  , 
contesting  the  contents,  and  for 
appealing  initial  deteminations  are 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

The  individuals  themselves,  their 
supervisors,  emergency  listings,  disaster 
plans,  and  personnel  files. 


GSA/ADTS  5  (23-00-0080) 

SYSTEM  NAME: 

Financial  Management  Files.  GSA/ 
ADTS. 

SYSTEM  location: 

Financial  Management  Division  and 
offices  of  the  Central  Office  and  regional 
offices  of  ADTS  at  the  addresses  listed 
in  the  appendix  following  the  GSA/  ' 
ADTS  notices. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

GSA/ADTS  Central  Office  and 
regional  employees. 

categories  of  RECORDS  IN  THE  SYSTEM: 

Records  are  maintained  in  both  paper 
and  automated  form  for  the  purpose  of 
financial  management.  Contains 
information  on  financial  projections  for 
short  and  long  range  planning, 
preparation  of  annual  financial  plans, 
monthly  and  quarterly  analysis  of 
operation  funds,  and  verifying 
accounting  reports.  Contains  records 
such  as:  Travel  logs,  transportation 
requests,  claims,  vouchers,  within  grade 
notices  and  pay  changes,  operator  cost 
data,  credit  cards,  requisitions,  overtime 
requests,  operating  plans,  time  and 
attendance  files,  payroll,  commercial 
call  certifications,  employment  stafiing, 
retirement  eligibility,  and  manpower 
and  payroll  statistics. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

Title  31  U.S.C.  Sections  66a,  66b. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  C,  D, 
E,  F,  and  G,  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM: 

STORAGE: 

Paper  files  kept  in  storage  containers. 
Magnetic  tapes  are  filed  in  a  tape 
library. 

RETRIEVABILITY: 

Filed  alphabetically  at  each  location 
by  name  of  individual. 

SAFEGUARDS: 

Buildings  employ  security  guards. 
Records  containing  personal  information 
are  maintained  in  metal  lockable  filing 
cabinets  or  metal  lockable  desk 
drawers,  with  limited  access.  Tapes  and 
other  records  are  stored  in  a  limited 
access  area. 


RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

Director,  Financial  Management 
Division,  CS  Building,  18th  &  F  Streets 
NW.,  Washington,  DC:  mailing  address: 
General  Services  Administration  (CXM), 
Washington,  DC  20405:  Director, 
Budgetary  Control  Division  (CXB), 

ADTS,  GS  Building,  18th  and  F  Sts.  NW., 
Washington,  DC  20405.  and  the 
Assistant  Regional  Administrator, 

ADTS,  at  the  addresses  listed  in  the 
appendix  following  the  GSA/ADTS 
notices. 

NOTIFICATION  PROCEDURE: 

Inquiries  should  be  directed  to  the 
system  managers  identified  above. 

RECORD  ACCESS  PROCEDURES: 

Same  individuals  as  above. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records,  for 
contesting  the  contents,  and  for 
appealing  initial  determinations  are 
promulgated  in  41  CFR  105-64.  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

Individuals  submitting  the  various 
types  of  claims,  vouchers,  and  requests 
^and  manpower  and  payroll  statistics. 

GSA/AOTS  7  (23-00-0082) 

SYSTEM  NAME: 

Workload  Measurement  Files,  GSA/ 
ADTS. 

SYSTEM  LOCATION: 

Regional  and  Central  Offices.  ADTS, 
at  the  addresses  listed  in  the  appendix 
following  the  GSA/ADTS  notices. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Current  employees  of  GSA/ADTS. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  are  maintained  in  both  paper 
and  magnetic  tape  in  this  system  for  the 
purpose  of  measuring  the  productivity  of 
ADTS  technical  and  operational 
personnel  in  the  Central  Office  and 
regions.  Contains  records  such  as:  Tape, 
test,  re-run  logs,  applied  data  processing 
time,  productive  performance,  project 
status,  personnel  time  summary, 
switchboard  operator  evaluation. 
RAMUS  reports,  systems  and 
programming  project  status,  tape  error 
detection,  FTS  incoming  and  outgoing 
service  message,  switchboard 
operations  reports,  computer  console. 
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balance  and  job  control  sheets, 
historical  and  workload  files. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
system: 

Title  5  U.S.C.  Section  301. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  C,  D, 
E,  F,  and  G,  described  in  the  appendix 
following  the  GSA  notices  apply  to  this 
system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  files  are  kept  in  file  cabinets 
and  desk  drawers.  Automated  records 
are  maintained  in  a  tape  library. 

retrievability: 

Records  are  filed  alphabetically  by 
individuals’  name,  number,  initials  or 
operating  location. 

SAFEGUARDS: 

Buildings  employ  security  guards  and 
storage  containers  for  paper  records  are 
either  locked  or  in  a  limited  access  area. 
Automated  records  are  maintained  in  a 
controlled  tape  library. 

RETENTION  AND  DISPOSAL.* 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

system  manager(s)  and  address: 

Director,  Management  Services  Staff 
(CMA),  GSA,  ADTS,  18th  and  F  Streets, 
NW.,  Washington,  DC  20405  and  the 
Assistant  Regional  Administrators, 

ADTS  at  the  addresses  listed  in  the 
appendix  following  the  GSA/ ADTS 
notices. 

NOTIFICATION  PROCEDURE: 

Inquires  should  be  directed  to  the 
system  managers  identified  above. 

RECORD  ACCESS  PROCEDURES: 

Same  individuals  as  above. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records,  for 
contesting  the  contents,  and  for 
appealing  initial  determinations  are 
promulgated  in  41  CFR 105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

The  supervisor’s  review  of  message 
and  tape  logs,  trouble  reports,  re-nm 
sheets,  the  employee  themselves,  and 
other  employees. 


GSA/ ADTS  8  (23-00-0096) 

SYSTEM  name: 

Special  purpose  telephone  contact 
listings  GSA/ ADTS. 

SYSTEM  location: 

GSA/ ADTS  Regional  Offices  and 
GSA  operated  switchboards  within  the 
11  GSA  regions  and  the  FTS  Central 
Information  Service  and  Emergency 
Poison  Control  listings  at  GSA,  ADTS, 
National  Capital  Region,  at  the 
addresses  listed  in  the  appendix 
following  the  GSA/ ADTS  notices. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Federal  agency  personnel  as 
designated  by  the  Federal  agencies. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Includes  listings  such  as  key 
personnel  and  Essential  Residence 
Telephone  Listing  for  the  purpose  of 
identifying  essential  residential 
telephone  service  to  designated  key 
officials  in  time  of  emergency;  FTS 
Central  Information  Service  for  the 
purpose  of  contacting  key  officials  for 
necessary  day-to-day  operations  and  in 
emergency  situations;  ^ergency  Poison 
Control  Listings  for  the  purpose  of 
providing  emergency  medical 
assistance;  and  other  listings  of  key 
officials  for  the  purpose  of  day-to-day 
operations  and  emergencies.  These 
listings  may  include  name,  position  title, 
office  address,  office  telephone  number, 
home  address,  and/or  home  telephone 
number. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

The  Federal  Property  and 
Administrative  Services  Act  of  1949,  63 
Stat.  377,  as  amended. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  uses  of  these  records  shall 
include:  (1)  The  transfer  of  GSA  of  the 
above  described  information  from  the 
Federal  agency  responsible  for 
collecting  the  information  for  inclusion 
in  the  GSA-maintained  nationwide 
central  information  service  and  in 
regional  listings  of  Federal  personnel 
designated  as  key  personnel  or  points  of 
contacts;  (Personnel  information;  i.e., 
home  address  or  telephone  number,  will 
not  be  disclosed  to  a  caller.  The  GSA 
switchboard  operator  will  either  ‘patch’ 
the  call  throu^  to  the  subject,  or  will 
notify  the  subject  that  a  call  has  been 
made  to  him  or  her  for  call-back 
purposes.);  (2)  the  transfer  of  designated 
essential  residence  information  (and 
deletions  from  such  list)  in  the  regions  to 


the  appropriate  telephone  companies  to 
provide  emergency  line  load  control 
pursuant  to  41  CFR  105-35.6;  and  (3)  the 
routine  use  statements  A,  B,  C,  D,  E,  and 
G,  described  in  the  appendix  following 
the  GSA  notices,  apply  to  this  system  of 
records. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper,  tapes,  and/or  cards. 
retrievability: 

Indexed  by  name  and/or  agency. 
safeguards: 

Limited  access  areas  and  records  are 
accessible  only  to  authorized  personnel 
of  GSA. 

RETENTION  AND  DISPOSAL: 

Maintained  until  rescinded  by 
authorized  agency. 

SYSTEM  MANA6ER(S)  AND  ADDRESS: 

The  officials  responsible  for  the 
telephone  contact  listings  are  (1)  Central 
Information  Service  and  Emergency 
Poison  Control:  Assistant  Regional 
Administrators,  ADTS,  National  Capital 
Region;  (2)  Regional  listings:  Assistant 
Regional  Administrators,  ADTS,  in  the 
appropriate  regions.  The  addresses  are 
listed  in  the  appendix  following  the 
GSA/ ADTS  notices. 

NOTIHCATION  PROCEDURE: 

Information  may  be  obtained  from  the 
system  managers  listed  above. 

RECORD  ACCESS  PROCEDURES: 

Same  individuals  as  above. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  access  to  records,  for 
contesting  the  contents,  and  for 
appealing  initial  determinations  are 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

Information  provided  by  Federal 
agencies  and  subject  individuals. 

Appendix  GSA/ADTS  Address  of 
Locations 

ADTS/GSA  Central  Office,  18th  and  F 
Streets,  NW.,  Washington,  DC  20405, 
Telephone:  202-566-1000. 

National  Capital  Region,  Assistant 
Regional  Administrator,  ADTS,  7th 
and  D  Streets,  SW.,  Washington,  DC 
20407,  Telephone:  202-472-1200. 

Region  1 

Assistant  Regional  Administrator, 
ADTS,  John  W.  McCormack,  P.O.  and 
Courthouse,  Post  Office  Square, 
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Boston,  MA  02109,  Telephone:  617- 
233-5055. 

Region  2 

Assistant  Regional  Administrator, 

ADTS,  26  Federal  Plaza,  New  York, 

NY  10007,  Telephone:  21&-264-1711. 

Region  3 

Assistant  Regional  Administrator, 

ADTS,  9th  and  Market  Streets, 
Philadelphia,  PA  19107,  Telephone: 
215-597--1901. 

Region  4 

Assistant  Regional  Administrator, 

ADTS,  Richard  B.  Russell  Federal 
Building.  75  Spring  Street,  SW., 
Atlanta,  GA  30303,  Telephone:  404- 
242-5104. 

Region  5 

Assistant  Regional  Administrator, 

ADTS,  230  South  Dearborn  Street, 
Chicago,  IL  60604,  Telephone:  312- 
886-3807. 

Region  6 

Assistant  Regional  Administrator, 

ADTS,  1500  E.  Bannister  Road,  Kansas 
City,  MO  64131,  Telephone:  816-926- 
7309. 

Region  7 

Assistant  Regional  Administrator, 

ADTS.  819  Taylor  Street,  Fort  Worth, 
TX  76102,  Telephone:  817-334-2871. 

Region  8 

Assistant  Regional  Administrator, 

ADTS,  Building  41,  Denver  Federal 
Cen.,  Denver,  CO  80225,  Telephone: 
303-234-4337. 

Region  9 

Assistant  Regional  Administrator, 

ADTS,  525  Market  Street,  San 
Francisco,  CA  94105,  Telephone:  414- 
558-3272. 

Region  10 

Assistant  Regional  Administrator, 

ADTS,  GSA  Center,  Auburn,  WA 
98002,  Telephone:  206-833-6500  X421. 

ADTS  Central  OfHce  Field  Activities 

GSA/ADTS/CF,  Skyline  Two,  Rm.  1100, 
5203  Leesburg  Pike,  Falls  Church,  VA. 
22041. 

GSA/ADTS/CIF.  1815  North  Lynn  St.. 
Arlington,  VA.  22209. 

GSA/ADTS/CDDE,  Rm.  A-114.  Bldg. 
225,  Gaitherburg,  MD.  20762. 

GSA/ADTS/CTDDM-R,  P.O.  Box  430, 
Romney,  WV  26757. 

GSA/ADTS/CTDDM-T,  P.O.  Box  17000, 
Austin,  TX.  78764. 

GSA/ADTS/CTOC  218A  West  Main 
St..  Scott  Air  Force  Base,  Belleville,  IL 
62220. 


GSA/ADTS/CDPXW.  Rm.  7A38.  819 
Taylor  St.,  Fort  Worth,  TX  76102. 

GSA/FSS  9  (23-00-0091) 

SYSTEM  name: 

Cataloging  Action  Master  File — Work 
Measurement  System. 

SYSTEM  LX>CATI0N: 

General  Services  Administration, 

Tape  Library,  7th  &  D  Streets  SW, 
Washington,  DC  20407. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Supply  catalogers  processing  catalog 
action  requests. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

The  system  consists  of  records  kept 
on  each  individual  showing  the  status  of 
transactions  the  individual  has  in 
process  and  the  number  of  actions 
completed,  rejected,  or  approved.  The 
records  are  primarily  used  by  officers 
and  employees  of  the  agency  to 
determine  status  of  transactions  and  to 
summarize  work  done  by  individuals. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

Title  40  U.S.C.,  Section  487. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A.  B,  C, 
and  D,  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Mag-tape  and  print-outs. 

retrievabiuty: 

Alphabetic  code  assigned  to 
individuals. 

SAFEGUARDS: 

Buildings  employ  security  guards  and 
records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 
ofFSS. 

RETENTION  AND  DISPOSAU 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAQER(S)  AND  ADDRESS: 

The  official  responsible  for  the  system 
of  records  is  the  Director,  Programs  and 
Systems  Development  Division,  Office 
of  Item  Management,  Crystal  Mall  4, 
Federal  Supply  Service.  Washington,  DC 
20405.  Mailing  address:  General  Services 


Administration  (FRID),  Washington,  DC 
20406. 

NOTIFICATION  PROCEDURE: 

Information  may  be  obtained  from  the 
official  cited  above. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  individuals  to  access 
records  should  be  addressed  to  the 
official  cited  above.  In  person,  requests 
may  be  made  during  normal  business 
hours  listed  for  each  location  in  the 
appendix  following  notice  GSA/FSS  12. 

For  written  requests,  the  individual 
should  provide  full  name,  address  and 
telephone  number,  period  of 
employnient,  and  position  held  to  assist 
the  office  in  locating  the  record.  For 
personal  visits,  the  individual  should  be 
able  to  provide  some  acceptable 
identification  such  as  driver's  license  or 
employee  identification.  Only  general 
inquiries  may  be  made  by  telephone. 

CONTESTING  RECORDS  PROCEDURES: 

GSA  rules  for  access  to  records,  for 
contesting  the  contents,  and  for 
appealing  initial  determinations  are' 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

Data  provided  by  individuals. 

QSA/FSS  12  (23-00-0094) 

SYSTEM  NAME: 

Accountability  and  Property 
Inventory  Systems  GSA/FSS. 

SYSTEM  LOCATION: 

Assistant  Regional  Administrator’s 
offices;  regional  offices  of  the  Retail 
Services  Division  and  Procurement 
Divisions;  and  supply  distribution 
facilities  at  the  ad^esses  listed  in  the 
appendix  following  this  notice.  In 
addition,  portions  of  the  systems  of 
records  are  maintained  at  retail  stores  in 
the  regions.  Addresses  of  these 
locations  can  be  obtained  from  the 
applicable  regional  director. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 

system: 

Depot  personnel,  store  managers,  and 
contracting  officers. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Custody  of  wax  seals,  records  of  keys 
issued,  accountability  of  Government 
property  and  supplies,  bonding  of 
collection  officers,  contracting  officer 
designations  and  discrepancy  reports. 
(The  records  are  primarily  used  by 
officers  and  employees  of  the  agency 
who  have  a  need  for  the  record  in  the  ■ 
performance  of  their  duties.) 
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AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

Title  40  U.S.C.  Section  483:  Title  5 
U.S.C.  generally:  Title  21  U.S.C. 
generally. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  and 
G,  described  in  the  appendix  following 
the  GSA  notices,  apply  to  this  system  of 
records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  Forms. 

retrievability: 

Filed  alphabetically  by  individual 
name. 

SAFEGUARDS: 

Buildings  employ  security  guards  and 
records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 
of  FSS. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

The  official  responsible  for  the  system 
of  records  is  the  Support  Services 
Supervisor,  Administrative  Services 
Division,  Office  of  Management,  Crystal 
Mall  4,  Federal  Supply  Service, 
Washington,  DC  20406.  Mailing  address: 
General  Services  Administration  (FPC), 
Washington,  DC  20406. 

NOTinCATION  PROCEDURE: 

Information  may  be  obtained  from  the 
regional  director  of  the  applicable 
activity  shown  in  the  location  portion  of 
this  notice  in  which  the  individual  is  or 
was  employed  with.  If  not  known, 
general  inquiries  should  be  made  to  the 
Support  Services  Supervisor, 
Administrative  Services  Division,  Office 
of  Management,  Federal  Supply  Service, 
Washington,  DC  20406. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  individuals  to  access 
records  should  be  addressed  to  the 
officials  cited  above.  In  person  requests 
may  also  be  made  during  normal 
business  hours  listed  for  each  location 
in  the  appendix  following  this  notice. 

For  written  requests,  the  individual 
should  provide  full  name,  address  and 
telephone  number,  period  of 
employment  and  position  held  to  assist 
the  ofHce  in  locating  the  record.  For 


personal  visits,  the  individual  should  be 
able  to  provide  some  acceptable 
identification  such  as  driver’s  license 
and  employee  identification.  Only 
general  inquiries  may  be  made  by 
telephone. 

CONTESTING  RECORD  PROCEDURES'. 

GSA  rules  for  access  to  records,  for 
contesting  the  contents,  and  for 
appealing  initial  determinations  are 
promulgated  in  41  CFR  105-64,  published 
in  the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

Individual  prepared  forms,  agency 
supervisors,  and  personnel  action  forms. 

Appendix — GSA/FSS  Addresses  of 
Locations 

Regional  Offices 
National  Capital  Region 

7th  and  D  Streets  SW.,  Washington.  DC 
20407. 

Region  1 

805  John  W.  McCormack  Post  Office  and 
Courthouse,  Post  Office  Square, 
Boston,  MA  02109. 

Region  2 

26  Federal  Plaza,  Room  2836,  New  York, 
NY  10007. 

Region  3 

9th  and  Market  Sts,  Philadelphia,  GA 
19107. 

Region  4 

75  Spring  St.  SW.,  Atlanta.  GA  30303. 
Region  5 

John  C.  Kluezynski  Federal  Building,  230 
South  Dearborn  Street,  Chicago,  IL 
60604. 

Region  6 

Federal  Building,  1500  East  Bannister 
Road,  Kansas  City,  MO  64131. 

Region  7 

819  Taylor  Street,  Fort  Worth,  TX  76102. 
Region  8 

Building  No.  41,  Denver  Federal  Center, 
Denver,  CO  80225. 

Region  9 

525  Market  Street.  San  Francisco.  CA 
94105. 

Region  10 

GSA  Center,  Auburn,  WA  98002. 

GSA  Supply  Distribution  Facilities 

GSA  Supply  Distribution  Facility,  295 
Lincoln  Street,  Hingham,  MA  02043. 
GSA  Supply  Distribution  Facility,  Belle 
Mead,  N]  08502. 


GSA  Supply  Distribution  Facility, 

Military  Ocean  Terminal  Bayonne,  NJ 
07002. 

GSA  Supply  Distribution  Facility. 

Building  246,  Raritan  Depot,  Edison, 

NJ  08817. 

GSA  Supply  Distribution  Facility, 
Springfield,  VA  22150. 

GSA  Supply  Distribution  Facility, 

Federal  Supply  Service,  2800  Eastern 
Boulevard.  Middle  River,  MD  21220. 
GSA  Supply  Distribution  Facility, 
Hampton  Roads  Army  Terminal,  7737 
Hampton  Boulevard,  Norfolk,  VA 
23505. 

GSA  Supply  Distribution  Facility,  3312 
Berkely  Lake  Rd,  Duluth,  GA  30136. 
GSA  Supply  Distribution  Facility, 

Garden  City  Terminal,  Savannah 
State  Docks  and  Warehouses,  P.O.  ■ 
Box  7076,  Garden  City.  GA  31408. 

GSA  Supply  Distribution  Facility,  4100 
W.  76th  Street,  Chicago,  IL  60629. 

GSA  Supply  Distribution  Facility. 

Building  31,  Shelby,  OH  44875. 

GSA  Supply  Distribution  Facility,  1500 
E.  Bannister  Road,  Kansas  City,  MO 
64131. 

GSA  Supply  Distribution  Facility, 
Warehouse  3,  Federal  Center,  Fort 
Worth.  TX  76115. 

GSA  Supply  Distribution  Facility,  500 
Edwards  Avenue,  Harahan,  LA. 

GSA  Supply  Distribution  Facility, 
Building  810,  Denver  Federal  Center, 
Denver.  CO  80225. 

GSA  Supply  Distribution  Facility,  1600 
12th  Street  NW.,  Albuquerque,  NM. 
GSA  Supply  Distribution  Facility, 
Building  C6,  Annex  3,  Federal  Depot, 
Clearfield,  UT  84016. 

GSA  Supply  Distribution  Facility, 
Building  ■T3069,  Hickam  AFB, 
Honolulu,  HI  96824.  ^ 

GSA  Supply  Distribution  Facility, 
Building  414,  Rough  and  Ready  Island, 
Stockton,  CA  95203. 

GSA  Supply  Distribution  Facility, 
Auburn,  WA  98002. 

GSA/FPRS-2  (23-00-0110) 

SYSTEM  NAME: 

Hazardous  materials  exposure  history 
system 

SYSTEM  LOCATION: 

Records  are  maintained  at  the  GSA/ 
FPRS  stockpile  depots  at  the  addresses 
shown  in  the  appendix  following  this 
notice. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Personnel  working  or  visiting  storage 
areas  containing  hazardous  materials. 
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CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  consist  of  the  daily  dosage  of 
radiation  received  and  hourly  exposure 
to  dangerous  levels  of  asbestos.  The 
records  are  primarily  used  by  officers 
and  employees  of  the  agency  who  have 
a  need  for  the  records  in  the 
performance  of  their  duties. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 

system: 

Occupational  Safety  and  Health  Act 
of  1970,  as  amended  (84  Stat.  1590], 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

Information  on  exposure  readings  is 
provided  to  the  regulatory  agencies 
charged  with  the  responsibilities  for 
regulating  the  handling  of  hazardous 
materials.  The  routine  use  statements  A, 
B,  C,  D,  and  E,  described  in  the  appendix 
following  the  GSA  notices,  also  apply  to 
this  system  of  records. 

POUCIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING,  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

storage: 

Paper  forms. 

retrievabiuty: 

Filed  alphabetically  by  individual’s 
name. 

safeguards: 

Buildings  employ  security  guards  and 
records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 
ofFPRS. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER  AND  ADDRESS: 

Assistant  Commissioner,  Office  of 
Property  Management  (DM),  Crystal 
Square  Building  5,  Arlington,  VA. 
Mailing  address:  General  Services 
Administration  (DM),  Washington,  DC 
20406. 

.  NOTIFICATION  PROCEDURES: 

Individuals  may  obtain  information 
about  whether  they  are  part  of  this 
system  of  records  from  the  director  of 
the  applicable  activity  that  the 
individual  is  or  was  employed  with.  If 
not  known,  general  inquiries  should  be 
^.made  to  the  system  manager. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  individuals  to  access 
records  should  be  addressed  to  the 
ofRcial  cited  above.  In  person  requests 
may  also  be  made  during  normal 


business  hours  at  each  location  listed  in 
the  appendix  following  this  notice.  For 
written  requests,  the  individual  should 
.provide  full  name,  address,  telephone 
number,  period  of  employment,  and  the 
position  held  to  assist  the  office  in 
locating  the  record.  For  personal  visits, 
the  individual  should  be  able  to  provide 
some  acceptable  identification  such  as 
driver’s  license  or  employee 
identification  card.  Only  general 
inquiries  may  be  made  by  telephone. 

CONTESTING  RECORD  PROCEDURES: 

GSA  rules  for  contesting  records  and 
for  appealing  initial  determinations  are 
contained  in  41  CF 105-64. 

RECORD  SOURCE  CATEGORIES: 

Information  in  this  system  of  records 
is  obtained  from  film  badges, 
dosimeters,  other  instrumentation,  work 
logs,  and  medical  examinations. 

Appendix — GSA/FPRS  Location 
Addresses 

Regional  Offices 

National  Capital  Regional  (NCR),  7th 
and  D  Streets  SW.,  Washington,  DC 
20407. 

Region  1 

John  W.  McCormack  Post  Office  and 
Courthouse.  Post  Office  Square, 

Boston,  Massachusetts  02109. 

Region  2 

26  Federal  Plaza,  New  York,  New  York 
10007. 

Region  3 

7th  and  D  Streets  SW.,  Washington,  DC 
20407. 

Region  4 

75  Spring  Street  SW.,  Atlanta,  Georgia 
30303. 

Region  5 

230  South  Dearborn  Street,  Chicago, 
Illinois  60604. 

Region  6 

1500  E.  Bannister  Road,  Kansas  City, 
Missouri  64131. 

Region  7 

89  Taylor  Street,  Forth  Worth,  Texas 
76102. 

Region  8 

Building  41,  Denver  Federal  Center, 
Denver,  Colorado  80225. 

Region  9 

525  Market  Street.  San  Francisco, 
California  94105. 

Region  10 

GSA  Center,  Auburn,  Washington  98002. 


GSA/FPRS  Stockpile  Depots 

GSA-FPRS  Baton  Rouge  Depot,  2695  N. 
Sherwood  Forest  Drive,  Baton  Rouge, 
LA  70810. 

GSA-FPRS  Federal  Service  Center  (C/ 
D),  4747  Eastern  Avenue,  Building  1, 
Bell,  CA  90201. 

GSA-FPRS  Bethlehem  Depot, 

Bethlehem,  PA  18015. 

GSA-FPRS  Belle  Mead  Depot,  Belle 
Mead,  NJ  08502. 

GSA-FPRS  Binghamton  Depot, 
Binghamton,  NY  13901. 

GSA-FPRS  Casad  Depot,  New  Haven, 

IN  46774. 

GSA-FPRS  Depot,  The  Federal  Depot, 
Clearfield,  UT  84016. 

GSA-FPRS  Curtis  Bay  Depot,  Baltimore, 
MD  21226. 

GSA-FPRS  Dayton  Depot,  2400  West 
Dorothy  Lane,  Dayton,  OH  45439. 

GSA-FPRS  Erie  Depot,  P.O.  Box  344, 

Port  Clinton,  OH  43452. 

GSA-FPRS  Fort  Worth  Depot,  819 
Taylor  Street,  Fort  Worth,  'TX  76102. 

GSA-FPRS  Gadsden  Depot,  P.O,  Box 
918,  Hammond,  IN  46325. 

GSA-FPRS  Marion  Depot,  P.O.  Box  348, 
Marion,  OH  43302. 

GSA-FPRS  Building  7050,  P.O,  Box  6, 
Mira  Loma,  CA  91752. 

GSA-FPRS  New  Bedford  Depot,  King 
Street  and  Nash  Road,  New  Bedford, 
MA  20745. 

GSA-FPRS  Point  Pleasant  Depot,  2601 
Madison  Avenue,  Point  Pleasant,  WV 
25550. 

GSA-FPRS  Scotia  Depot,  Scotia,  NY 
12302. 

GSA-FPRS  Sharonville  Depot,  P.O.  Box 
41131,  Cincinnati,  OH  45241. 

GSA-FPRS  Somerville  Depot, 

Somerville,  NJ  08876. 

GSA-FPRS  Depot,  Rough  and  Ready 
Island,  Building  606,  Stockton,  CA 
95203. 

GSA-FPRS  Topeka  Depot,  Building  301, 
Topeka,  KS  66601. 

GSA-FPRS  Warren  Depot,  Warren  OH 
44482. 

GSA-FPRS  Buffalo  Depot  (Address  all 
mail  to  the  Sharonville  Depot). 

GSA-FPRS  Marietta  Depot  (Address  all 
mail  to  Region  3). 

GSA-FPRS  Terre  Haute  Depot  (Address 
all  mail  to  the  Sharonville  Depot). 

GSA-FPRS  Voorheesville  Depot 
(Address  all  mail  to  the  Scotia  Depot). 

GSA/TPUS-2  (23-00-0107) 

SYSTEM  NAME: 

Accountability  and  Property 

Inventory  System. 
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SYSTEM  LOCATION: 

Records  are  maintained  at  the 
Assistant  Regional  Administrator  offices 
and  motor  equipment  divisions  at  the 
addresses  listed  in  the  appendix 
following  this  notice.  In  addition,  portion 
of  the  records  are  maintained  at  motor 
pools  located  throughout  the  regions,  the 
addresses  of  which  can  be  obtained 
from  the  applicable  regional  director. 

CATEGORIES  OF  INDIVIDUALS  COVERED  BY  THE 
SYSTEM: 

Motor  pool  personnel. 

CATEGORIES  OF  RECORDS  IN  THE  SYSTEM: 

Records  of  keys  issued,  accountability 
of  Government  property  and  supplies, 
bonding  of  collection  officers,  contractor 
officer  designations,  and  discrepancy 
reports.  The  records  are  primarily  used 
by  officers  and  employees  of  the  agency 
who  have  a  need  for  the  records  in  the 
performance  of  their  duties. 

AUTHORITY  FOR  MAINTENANCE  OF  THE 
SYSTEM: 

Title  40  U.S.C.  Section  483;  Title  5 
U.S.C.  generally:  and  Title  31  U.S.C. 
generally. 

ROUTINE  USES  OF  RECORDS  MAINTAINED  IN 
THE  SYSTEM,  INCLUDING  CATEGORIES  OF 
USERS  AND  THE  PURPOSES  OF  SUCH  USES: 

The  routine  use  statements  A,  B,  C,  D, 
E,  and  G,  described  in  the  appendix 
following  the  GSA  notices,  apply  to  this 
system  of  records. 

POLICIES  AND  PRACTICES  FOR  STORING, 
RETRIEVING.  ACCESSING,  RETAINING,  AND 
DISPOSING  OF  RECORDS  IN  THE  SYSTEM. 

STORAGE: 

Paper  forms, 

retrievability: 

Individual's  name. 

SAFEGUARDS: 

Buildings  employ  security  guards  and 
records  are  maintained  in  areas 
accessible  only  to  authorized  personnel 
ofTPUS. 

RETENTION  AND  DISPOSAL: 

Disposition  of  records  shall  be  in 
accordance  with  the  HB,  GSA  Records 
Maintenance  and  Disposition  System 
(OAD  P  1820.2). 

SYSTEM  MANAGER(S)  AND  ADDRESS: 

Executive  Director  (TS), 
Transportation  and  Public  Utilities, 
Service,  425  I  Street,  NW.,  Chester  A. 
Arthur  Building,  Washington,  DC  20406. 
Mailing  address:  General  Services 
Administration  (TS),  Washington,  DC 
20406. 


NOTIFICATION  PROCEDURES: 

Individuals  may  obtain  information 
about  whether  they  are  part  of  this 
system  of  records  from  the  regional 
director  of  the  applicable  activity  shown 
in  the  location  portion  of  this  notice  in 
which  the  individual  is  or  was 
employed.  If  not  known,  general 
inquiries  should  be  made  to  the  Office  of 
the  Executive  Director  (TS), 
Transportation  and  Public  Utilities 
Service,  425  I  Street,  NW„  Chester  A. 
Arthur  Building,  Washington,  DC  20406. 

RECORD  ACCESS  PROCEDURES: 

Requests  from  individual  to  access 
records  should  be  addressed  to  the 
officials  cited  above.  In  person  requests 
may  also  be  made  during  normal 
business  hours  at  each  location  listed  in 
the  appendix  following  this  notice.  For 
written  requests,  the  individual  should 
provide  full  name,  address,  and 
telephone  number;  approximate  dates 
and  places  of  employment;  and  any 
other  information  which  the  individual 
believes  would  facilitate  locating  the 
record.  For  personal  visits,  the 
individual  should  be  able  to  provide 
some  acceptable  identification  such  as  a 
driver’s  license  or  employment 
identification  card.  Only  general 
inquiries  may  be  made  by  telephone. 

CONTESTING  RECORDS  PROCEDURES: 

GSA  rules  for  contesting  records  and 
for  appealing  initial  determinations  are 
contained  in  41  CFR  105-64,  published  in 
the  Federal  Register. 

RECORD  SOURCE  CATEGORIES: 

Information  in  this  system  of  records 
is  obtained  from  the  individuals,  agency 
supervisors,  and  personnel  action  forms. 

Appendix — GSA/TPUS  Addresses  of 
Locations 

Region  1 

)ohn  W.  McCormack  Post  Office  and 
Courthouse  Office  Square.  Boston. 

MA  02109. 

Region  2 

26  Federal  Plaza,  New  York.  NY  10007. 
Region  3 

9th  and  Market  Streets,  Philadelphia,  PA 
19107. 

Region  4 

75  Spring  Street,  SW'.,  Atlanta.  GA 
30303. 

Region  5 

230  South  Dearborn  Street.  Chicago,  IL 
60604. 

Region  6 

1500  E.  Bannister  Road,  Kansas  City. 

MO  64131. 


Region  7 

817  Taylor-Street,  Fort  Worth,  TX  76102. 
Region  8 

Building  41,  Denver  Federal  Center, 

Denver,  CO  80225. 

Region  9 

525  Market  Street,  San  Francisco,  CA 

94105. 

Region  10 

GSA  Center,  Auburn,  WA  98002.  • 
National  Capital  Region 

7th  and  D  Streets  SW.,  Washington,  DC 

20407. 

Appendix 

The  following  routine  use  statements 
will  apply  to  General  Services 
Administration  notices  where  indicated: 

A.  Routine  Use — Law  Enforcement:  In 
the  event  that  a  system  of  records 
maintained  by  this  agency  to  carry  out 
its  functions  indicates  a  violation  or 
potential  violation  of  law,  whether  civil, 
criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or 
particular  program  statute,  or  by 
regulation,  rule  or  order  issued  pursuant 
thereto,  the  relevant  records  in  the 
system  of  records  may  be  referred,  as  a 
routine  use,  to  the  appropriate  agency, 
whether  Federal,  State,  local,  or  foreign, 
charged  with  the  responsibility  of 
investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or 
implementing  the  statute,  or  role, 
regulation  or  order  issued  pursuant 
thereto. 

B.  Routine  Use — Disclosure  When 
Requesting  Information:  A  record  from 
this  system  of  records  may  be  disclosed 
as  a  routine  use  to  a  Federal,  State,  or 
local  agency  maintaining  civil,  criminal 
or  other  relevant  enforcement 
information  or  other  pertinent 
information,  such  as  current  licenses,  if 
necessary,  to  obtain  information 
relevant  to  an  agency  decision 
concerning  the  hiring  or  retention  of  an 
employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or 
the  issuance  of  a  license,  ^ant,  or  other 
benefit. 

C.  Routine  Use — Disclosure  of 
Requested  Information:  A  record  from 
this  system  of  records  may  be  disclosed 
to  a  Federal  agency,  in  response  to  its 
request,  in  connection  with  the  hiring  or 
retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of 
an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a 
license,  grant,  or  other  benefit  by  the 
requesting  agency,  to  the  extent  that  the 
information  is  relevant  and  necessary  to 
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the  requesting  agency’s  decision,  on  the 
matter. 

D.  Routine  Uses— Grievance,' 
Complaint,  Appeal;  A  record  from  this 
system  of  records  may  be  disclosed  to 
an  authorized  appeal  or  grievance 
examiner,  formal  complaints  examiner, 
equal  employment  opportunity 
investigator,  arbitrator,  or  other  duly 
authorized  official  engaged  in 
investigation  or  settlement  of  a 
grievance,  complaint,  or  appeal  filed  by 
an  employee.  A  record  from  this  system 
of  records  may  be  disclosed  to  the 
United  States  Office  of  Personnel 
Management  in  accordance  with  the 
agency's  responsibility  for  evaluation  of 
Federal  personnel  management.  To  the 
extent  that  official  personnel  records  in 
the  custody  of  GSA  are  covered  within 
systems  of  records  published  by  the 
Office  of  Personnel  Management  as 
Government-wide  records,  those  records 
will  be  considered  as  a  part  of  that 
Government-wide  system.  Other  official 
personnel  records  covered  by  notices 
published  by  GSA  and  considered  to  be 
separate  systems  of  records  may  be 
transferred  to  the  Office  of  Personnel 
Management  in  accordance  with  official 
personnel  programs  and  activities  as  a 
routine  use. 

E.  Routine  Use — Congressional 
Inquiries:  A  record  from  this  system  of 
records  may  be  disclosed  as  a  routine 
use  to  a  Member  of  Congress  or  to  a 
Congressional  staff  member  in  response 
to  an  inquiry  of  the  Congressional  office 
made  at  the  request  of  the  individual 
about  whom  the  record  is  maintained. 

F.  Routine  Use — Private  Relief 
Legislation:  The  information  contained 
in  this  systems  of  records  may  be 
disclosed  to  the  Office  of  Management 
and  Budget  in  connection  with  the 
review  of  private  relief  legislation  at  any 
stage  of  the  legislative  coordination  and 
clearance  process. 

G.  Routine  Use — GSA  Agents:  A 
record  from  this  system  of  records  may 
be  disclosed  as  a  routine  use  (1)  to  an 
expert,  a  consultant,  or  a  contractor  of 
GSA  to  the  extent  necessary  to  further 
the  performance  of  a  Federal  duty  and 
(2)  to  a  physician  to  conduct  a  fitness- 
for-duty  examination  of  a  GSA  officer  or 
employee. 
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